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GENERAL PROVISIONS

284.010 Definitions.

As used in this chapter, unless the context otherwise requires, the words and terms
defined in NAC 284.022 to 284.112, inclusive, have the meanings ascribed to them in those
sections.

(Supplied in codification; A by Dep't of Personnel, 10-26-84; 4-19-88; 8-1-91; 7-6-92;
3-23-84)

284.022 “Appointing authority” defined.

"Appointing authority” means an official, board or commission having the legal authority
to make appointments to positions in the state service, or a person to whom the authority
has been delegated by the official, board or commission.

[Personnel Div., Rule | Section D subsec. 3, eff. 8-11-73] - {NAC A by Dep't of Personnel,
10-26-84)

284.023 “Appointment” defined.

"Appointment" means the acceptance by an applicant of an offer of employment by an
appointing authority and their mutual agreement as to a date of hire.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.026 Break in service" defined.

"Break in service”™ means any separation from state service except for those separations
listed in NAC 284.598.

[Personnel Div., Rule | Section D subsec. 4, eff. 8-11-73]
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284.028 "Center for assessment” defined.
"Center for assessment” means a method of examination based upon an assessment and
rating process which uses a series of oral, written and performance exercises.

(Added to NAC by Dep't of Personnel, eff. 11-12-93)

284.030 “Class” defined.

"Class™ means a group of positions sufficiently similar with respect to their duties and
responsibilities that the same title may be reasonably and fairly used to designate each
position allocated to the class, substantially the same tests of fitness may be used,
substantially the same minimum qualifications may be required and the same schedule of
compensation may be applied with equity.

[Personnel Div., Rule | Section D subsec. 5, eff. 8-11-73]

284.034 Lc_ass__s.ez_e.stJ_d_

"Class series™ means the normal line of progression from training, entry or preparatory
levels to supervisory or administrative levels within a job specialty so that the minimum
qualifications, tests of fitness and the duties and responsibilities of each class are similar but
different in level.

[Personnel Div., Rule | Section D subsec. 6, eff. 8-11-73]

284.036 "Class specification” defined.

"Class specification” means a written description of a class, consisting of a title, a
definition, examples of duties and the minimum qualifications which are required.

[Personnel Div., Rule | Section D subsec. 7, eff. 8-11-73]

284.038 " ification” i .

"Classification” means the systematic process of analytically grouping and allocating
positions to classes based on the similarity of actual duties and responsibilities.

[Personnel Div., Rule | Section D subsec. 8, eff. 8-11-73]

284.042 "Classification plan” defined.

"Classification plan™ means a listing of all the classes which have been established, the
class specifications and the grade to which each is assigned.

[Personnel Div., Rule | Section D subsec. 9, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84)

284.050 "Commission” defined.
"Commission" means the personnel commission.
{(Supplied in codification; A by Dep't of Personnel, 10-26-84)

284.051 "Committee” defined.
"Committee™ means the employee-management committee.
(Supplied in codification)
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284.0525 “Continuous service" defined.

"Continuous service™ means service which is not broken by a separation except for those
separations listed in NAC 284,598,

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.0563 "Date of hire" defined.

“"Date of hire" means the date an employee begins or, after a break in service, resumes his
paid employment with the state.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.0535 "Day" defined.

"Day" means a calendar day.
{Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.054 "Demotion" defined,

"Demotion” means any movement of an employee to a class having a lower grade than the
class previously held.

[Personnel Div., Rule | Section D subsec. 11, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 10-26-84)

284.055 "Department” defined,

"Department"” means:

1. An agency in the executive branch of state government which is designated as
a department by statute;

2. The University and Community College System of Nevada; and

3. Any state board or commission which employs classified workers.

(Added to NAC by Dep’'t of Personnel, eff. 10-26-84)

284.056 “Director” defined.

"Director™ means the director of the department of personnel.

[Personnel Div., Rule | Section D subsec. 1, eff. 8-11-73]1 - (NAC A by Dep't of Personnel,
10-26-84) -- {Substituted in revision for NAC 284.014)

284.058 “Eligibie person” defined,

"Eligible person” means any person who applies, is eligible, competes and successfully
passes all phases of an examination and is placed on an appropriate eligible list.

[Personnel Div., Rule | Section D subsec. 12, eff. 8-11-73]

284.062 "Employee” defined.

"Employee"” means a person legally holding a position in the public service as defined in
NRS 284.015.

[Personnel Div., Rule | Section D subsec. 13, eff. 8-11-73]

284.063 level"

"Entry ievel" means the Iowest class within a class series. Where a trainee level exists the
term includes both the trainee and next higher level.

{Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.0635 “Essential functions of a position” defined.

"Essential functions of a position" means the functions that a person who holds the
position must be able to perform unaided or with the assistance of reasonable
accommodation.

(Added to NAC by Dep't of Personnel, eff. 7-6-92)
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284.0637 “Excluded classified employee” defined.

"Excluded classified employee” means an employee in the classified service described in
subsection 2 of NRS 284.148.

(Added to NAC by Dep't of Personnel, eff. 3-23-84)

284.0638 “Excluded unclassified employee” defined.

"Exctuded unclassified employee" means an employee in the unclassified service described
in subsection 1 of NRS 284.148.

{Added to NAC by Dep't of Personnel, eff. 3-23-94)

284.064 "Full-time employment” defined.

"Full-time employment" means a work schedule which is at least 40 hours per week or 80
hours biweekly.

(Added to NAC by Dep't of Personnel, eff. 10-26-84; A 9-13-91)

284.066 “Grade” defined.

"Grade" means the designation of a salary range for a class.

[Personnel Div., Rule | Section D subsec. 15, eff. 8-11-73] -- (INAC A by Dep't of
Personnel, 10-26-84)

284.0665 Individual classification study” defined:
"Individual classification study” means a classification study initiated by an employee of this
state, an agency of this state or the department of personnel which is based upon a new
position or a significant change that has occurred in an existing position.

{Added to NAC by Dep’t of Personnel, eff. 10-27-97)

284.067 “Innovative workweek" defined.
"lnnovative workweek" means a work schedule that differs from a standard or nonstandard
workweek.

{Added to NAC by Dep't of Personnel, eff. 10-26-84)
284.069 “Journey level” defined.

"Journey level” means the level of performance within an occupational specialty that
requires independent action, analysis and interpretation.
(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.070 "Nonclassified employee” defined.

"Nonclassified employee™ means an employee in the judicial or legislative branch of state
government.

[Personnel Div., Rule | Section D subsec. 17, eff. 8-11-73]

284.072 "Nonstandard workweek” defined.

"Nonstandard workweek™ means a work schedule of five shifts with the same number of
hours each day and a maximum of 40 hours per week throughout the year. The work
schedule is other than Monday through Friday.

{Added to NAC by Dep't of Personnel, eff. 10-26-84)
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284.073 "Occupational study” defined:
"Occupational study” means a classification study of a group of positions in related classes
and class series which is initiated by the department of personnel and subsequently
approved by the commission.

(Added to NAC by Dep’t of Personnel, eff. 10-27-97)

284.076  Permanent emplovee” defined.

"Permanent employee” means an employee who has successfully completed the
probationary period for any class he has held during continuous classified service. The term
does not include a person serving a new probationary period as required by subsection 6 of
NAC 284.630 or subsection 2 of NAC 284.6018.

(Added to NAC by Dep't of Personnel, eff. 8-1-91; A 3-1-96)

284.078 'Permanent status” defined.
"Permanent status” means the standing an employee achieves in a class when:
1. He has successfully completed the probationary period for the class; or
2. His appointment does not require a new probationary period and he does not hold
another type of status of appointment for the class.
[Personnel Div., Rule | Section D subsec. 20, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 10-26-84)

284.081 ‘Person with a disability" defined.
"Person with a disability” means a person who:
1. Has a physical or mental impairment that substantially limits one or more of his major
life activities;
2. Has a record of such an impairment; or
3. Is regarded as having such an impairment by another person.

(Added to NAC by Dep't of Personnel, eff. 7-6-92)

284.086 'Position” defined.

"Position™ means a group of duties and responsibilities that have been assigned to a single
job.

[Personnel Div., Rule | Section D subsec. 21, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 10-26-84)

284.088 Promotion” defined.

"Promotion”, except as otherwise provided in NAC 284.462, means an advancement to
a position in a class which has a higher grade than the class previously held.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.090 “Promotional appointee” defined.

"Promotional appointee” means any employee who has remained continuously empioyed
in the state service but has not yet completed the probationary period which is desighated
for the class to which he has been promoted.

[Personnel Div., Rule | Section D subsec. 23, eff. 4-14-76] -- (NAC A by Dep't of
Personnel, 10-26-84)

284.091 ”
"Qualified person with a disability™ means a person with a disability who:
1. Has the skills, experience, education and other requirements for empioyment in a
specific position which the person holds or desires; and
2. Can perform the essential functions of the position unaided or with reasonable
accommodation.

(Added to NAC by Dep't of Personnel, eff. 7-6-82)
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284.092 “Reallocation” defined.

"Reallocation" means the assignment of a class to a higher grade or a lower grade.
(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.093 "Reappointment" defined.

"Reappointment” means a noncompetitive appointment of an employee to a class he
formerly held or to a comparable class.

{Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-1-91)

284.0935 "Reasonable accommodation™ defined.

"Reasonable accommodation” means the modification or adjustment of the process of
applying for a position, the functions of a position or the environment at work so a qualified
person with a disability has an opportunity to attain the same level of performance or to
enjoy the benefits and privileges of employment that are available to a similarly situated
person without a disability.

(Added to NAC by Dep't of Personnel, eff. 7-6-92)

284.094 "Reclassification” defined.
"Reclassification™ means a reassignment or change in atlocation of a position by:
1. Raising it to a class with a higher grade;
2. Reducing it to a class with a lower grade; or
3. Moving it to another class at the same grade
on the basis of significant changes in kind, difficulty or responsibility of the work performed.
[Personnel Div., Rule | Section D subsec. 23, eff. 8-11-73; renumbered as subsec. 24,
4-14-76] - (NAC A by Dep’t of Personnel, 10-26-84)

284.095 "Reemployment” defined.

"Reemployment” means a noncompetitive appointment of a current or former employee
to a class for which he has reemployment rights, as provided in this chapter, because of
military service, layoff, a permanent disability arising from a disability related to work,
seasonal separation, reallocation or reclassification of his position to a lower grade.

(Added to NAC by Dep't of Personnel, eff, 10-26-84; A 3-1-96)

284.0955 “Rehire” defined.

"Rehire™ means any appointment to the classified service following a separation from the
classified service.

{Added to NAC by Dep't of Personnel, eff. 4-19-88)

284.096 "Reinstatement” defined.

"Reinstatement™ means a noncompetitive appointment of a former permanent employee
to a class he formerly held or to a comparable class.

{Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-1-91)
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284.116 Computation of time.

In computing a period of time mentioned in this chapter, the day of the act or event from
which the period begins is not counted and the last day is counted unless the last day is a
Saturday, Sunday or state holiday. If the last day is a Saturday, Sunday or state holiday,
the period ends on the next day that is not a Saturday, Sunday or state holiday.

{Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.120 Adoption by reference of federal law. regulations and manual regarding persons

1. For the purposes of determining the meaning of "essential functions of a position,”
"person with a disability,” "qualified person with a disability” and "reasonable
accommodation,” the department hereby adopts by reference and will refer to:

(a) The Americans with Disabilities Act of 1990 (Public Law 101-3386).
(b}  The provisions of 29 C.F.R. Part 1630.
(c) The Technical Assistance Manual for the Americans with Disabilities Act.

2. A copy of the materials adopted by reference pursuant to this section may be
obtained at no charge from the United States Equal Employment Opportunity
Commission Publications Information Center, P.O. Box 12549, Cincinnati, Ohio
45212-0549, (800) 669-3362 or (800) 800-3302.

(Added to NAC by Dep't of Personnel, eff. 7-6-92; NAC A by Dep’t of Personnel, eff.

10/27/97)

284.122 Severability.

If any of the provisions of this chapter are held, for any reason, to be invalid, it is intended
that the validity of the remaining provisions not be affected thereby.
[Personnel Div., Rule XVIII, eff. 8-11-73]
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284.126
class.

1. For the purposes of this section:

{a) "Agency personnel officer" means the director of personnel within the
University and Community College System of Nevada or any person holding
a position in the classified service with the title of personnel officer.
{b) "Significant change"” means a change in the duties and responsibilities
assigned to a position in a class that:
(1) Is outside of the scope of the class as described by the class specification;
(2) Is not part of the scope of responsibility of the position; and
(3) Results in the preponderance of duties and responsibilities being allocated to
a different class.

2. If an appointing authority or an employee proposes the creation of a new class, a
reclassification of a position to a different class, or the realiocation of an existing
class based upon a gradual accumulation of duties and responsibilities which results
in a significant change and is intended to be permanent, the department of personnel
or agency personnel officer must be notified on the appropriate form. If the creation,
reclassification or reailocation is approved, the department of personnel will allocate
the position to one of the existing classes in the classification plan or to a new,
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revised, or reallocated class as appropriate. The effective date will be the date on
which form NPD-19 is received by the department of personnel or agency personnel
officer unless information concerning the qualifications of the incumbent or
information which substantially affects the decision concerning the creation,
reclassification or reallocation is received after this date. In that case; the effective
date will be the date on which the appropriate information necessary to make the
decision is received. If the form was prepared but delayed due to administrative or
clerical error, the effective date must be determined by the appointing authority and
must be based upon the date the form should reasonably have been submitted to the
department of personnel or agency personnel officer. In no case, however, may a
retroactive adjustment because of an administrative or clerical error exceed 6 months
from the date of receipt.

3. If an agency makes or anticipates making a significant change in the duties for a
position or the agency anticipates a reorganization which will require the
reclassification of an existing position, the reallocation of an existing class or the
creation of a new class, it shall advise the budget division of the department of
administration or, in the case of the University and Community College System of
Nevada, the budget division of the applicable institution. The proposed change may
not be required of an employee nor be submitted to the department of personnel until
funding for it is approved. If the change is approved by the department of per-
sonnel, the effective date will be determined by the budget division.

4, In effecting a reclassification pursuant to subsection 2 and 3, the appointing
authority must review and take into consideration the organizational structure and
the qualifications of the incumbent before assigning new duties to a position which
are intended to be permanent. No position will be reclassified to a higher grade
through the individual classification process if the incumbent does not meet the
minimum qualifications for the higher level position.

5. The establishment of a new class, or reallocation of a class or a class series based
on an occupational study conducted by the department of personnel, becomes
effective when the funding is provided by the Nevada legislature in the biennial
operating budget for the state.

6. From the date that the department of personnel formally announces the beginning
of an occupational study until the date that the occupational study is funded by the
Nevada legislature:

{a) An existing position in the occupational study that has a significant change
may only be reclassified to an existing class.

(b} An existing class in the occupational study must not be reallocated to a
different pay grade.

(c) A new position may be allocated to an existing class or a new class as

determined by the department of personnel.
[Personnel Div., Rule Il Section D, subsec. 1, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 10-26-84; 7-21-89; 8-14-80; 12-26-91; 11-16-95; 10-27-97)

284 .130 Investigations of classifications.

The department of personnel may investigate the classification of any existing position on
the written request of an appointing authority or an employee or on its owvn initiative.

{Personnel Div., Rule ll Section E, eff. 8-11-73] -- (NAC A by Dep’'t of Personnel, 10-26-84)
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1.

284.132 Temporary classifications.

An appointing authority, an employee or the department of personnel may request a
temporary classification which allows the classification of a position for a temporary
period of 1 year or less. Each promotion which is designated as temporary must have
specific criteria established which justify the grade of the position and the projected
date of expiration of the period. A position which no longer meets this criteria will
revert back to the class from which it was reclassified. This method of classification
is subject to the following conditions:

{a} Temporary classifications must meet the allocation standards and the criteria
established for the higher class before this method may be used. The
classification must be approved by the department of personnel before the
promaotion.

(b) An employee who is promoted into a temporary class must sign the payroll
document. This signature acknowledges that the employee understands the
conditions of the reclassification and its projected date of expiration.

If the employee meets the minimum qualifications for the temporary classification, he:

(a} Must be promoted;

{(b) Retains his status of appointment; and

(¢} Must complete the remaining portion of the probationary period currently being
served, if any, based on the requirements of the new class.

An incumbent who has reverted to his previous class is entitled to the step, date
of record and status of appointment as though he had not been promoted.

An employee who is promoted pursuant to this section must receive a new date of

record if his promotion results in an increase of at least two grades. The rate of

compensation for the employee will be determined in accordance with the provisions
of NAC 284.170 governing compensation on promotion.

In case of a layoff, the temporarily assigned employee's class of layoff is his former

class. The time served in the temporary class is counted for seniority purposes if it

was in the same occupational class, as provided in NRS 284.171,

(Added to NAC by Dep't of Personnel, eff. 10-26-84) — {(NAC A by Dep’t of Personnel,

10-27-97)

1.

284.134 Individual reclassification of position to higher Jevel: Statys of incumbents.

An incumbent who meets the minimum qualifications for an individual reclassification

as provided in NAC 284.126 may be reclassified to a higher level. If the incumbent's

position is reclassified as a result of an individual classification study, the incumbent

will continue to serve in the position and he:

{a) MNust be promoted;

(b) Retains his status of appointment; and

(¢) Must complete the remaining portion of the probationary period currently being
served, if any, based on the requirements of the new class.

An employee who is reclassified pursuant to this section must receive a new date

of record if his promotion results in an increase of at least two grades. The rate of

compensation will be determined in accordance with the provisions of NAC 284.170

governing compensation on promaotion.

{Personnel Div., Rule Il Section F subsecs. 1 & 2, eff. 8-11-73] -- (NAC A by Dep't of

Personnel, 10-26-84; 10-27-97)
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284.138
incumbents.

1. Except as otherwise provided in subsections 3 and 4, if a class or a position within
a class is reciassified or reallocated to a higher grade as a result of an occupational
study, the incumbent will continue to serve in the position and he:

{a) Must be promoted;

{b) Retains his status of appointment;

(c) Retains his date of record; and

(d) Must complete the remaining portion of the probationary period currently being
served, if any, based on the requirements of the new class.

2. The rate of compensation for employees who are promoted will be determined in
accordance with the provisions of NAC 284.170 governing compensation on
promaotion.

3. The provisions of subsection 1 do not apply to an incumbent who is filling a position

in a class which is at a lower grade than the authorized level of the position unless
the class held by the incumbent is reclassified or reallocated to a higher grade.

4. If a position is reclassified to a higher grade in a different occupational class, the
employee must meet the minimum qualifications of the higher level position before he
is promoted. If the employee does not meet the minimum qualifications, he must not
be promoted, the position will be temporarily reclassified per NAC 284.132 and the
employee may be eligible for a special salary adjustment as provided in NAC 284.206.
If the employee does not meet the minimum. qualifications within 1 year after the
effective date of the reclassification, the duties must be reassigned and the position
must be reclassified accordingly.

[Personnel Div., Rule Il Section F subsec. 4, 8-11-73; A 10-6-78] -- (NAC A by Dep't of

Personnel, 10-26-84; 8-1-91; 12-26-91; 9-16-92; 10-27-97)

284.140 Reclassification of a class or position o a lower grade: Status of incumbents.
1. if a class or position is reclassified to a lower grade, the incumbent's title and grade
must be changed to the new class. He will retain his status of appointment and date
of record. The rate of compensation will be determined by the provisions of NAC
284.290 governing compensation on retained rates or, if the employee does not meet
these requirements, by the provisions of NAC 284.170 governing compensation on

demotion.

2. The employee is eligible for reappointment to the same or a similar class from which
he was reclassified.

3. The employee is entitied to reemployment rights to his former class and option in his

department for 1 year from the date of notification of the reclassification to the lower
grade if the employee and the agency provide the necessary information regarding the
employee's seniority on the prescribed form.

4, If the employee is receiving a retained rate of pay and he declines the first opening
which is offered to him for his previous class in his department and location, he
forfeits his reemployment rights to the former class and must be immediately
reclassified to the lower grade and the provisions of this chapter governing the salary
of an employee on demotion apply.

{Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.150 Class specifications.

1. Class specifications will define a class based on a sound, systematic occupational
analysis and evaluation of the position and will contain elements sufficient to
distinguish the various classes from one another. The use of a particular expression
or illustration as to duties must not be interpreted to exclude others not mentioned
but that are of similar kind and relevant to the class.
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(1)  The first step in the grade of the class to which he was demoted; or

(2) A step in the grade of the class to which he was demoted which is
equivalent to the salary to which he would have been entitted had he not
been promoted,

whichever is greater.

(d) It the demotion is instituted by the appointing authority for disciplinary reasons
and is not covered by paragraph (c), the appointing authority must determine
the step in the lower grade at which the employee will be paid.

(el Except as otherwise provided in this paragraph, if the demotion occurs during
the initial probationary period in state service, the employee must be placed at
the first step in the class to which he is demoted. If such a demotion occurs
because of a displacement due to a layoff or the restoration of an employee
pursuant to NRS 284.300, the appointing authority may pay the demoted
employee at any step in the lower grade that is not greater than his present
salary.

If an employee is transferred to a position in the same or a related class, he must be

placed at the corresponding step in the same grade that he held before the transfer,

Any exception to this subsection must be approved by the department of personnel

based upon a written request and justification for the exception submitted by the

appointing authority.

If an employee is reappointed to a position:

(a) Which is in the grade which he currently holds, he retains his step.

(b) Which is in a higher grade and the appointment occurs within 1 year after the
date on which he last held the grade, he must be placed at the step which he
last held in that grade.

(c) Which is in a higher grade and the reappointment occurs more than 1 year
after he held that grade, his salary must be calculated pursuant to subsection
2.

Any exception to this subsection must be approved by the department of personnel

based upon a written request and justification for the exception submitted by the

appointing authority.

Except as otherwise provided in subsection 7, if a person is reemployed at:

(a) The same grade, there must be no change in step.

(b} A lower grade, he must be placed at a step which most closely corresponds to
the grade and step which he held at the time of his layoff or separation.

(c) A higher grade and the appointment occurs within 1 year after the date on
which he last held the grade, he must be placed at the step which he last held
in that grade.

An exception to this requirement may be made if the conditions in NAC 284.204 or

284.206 exist, or if money is not available as certified by the chief of the budget

division of the department of administration or, in the case of an agency that is not

funded from the state general fund or the University and Community College System
of Nevada, as certified by the administrator of that agency or system. If an exception
is made pursuant to this subsection, the employee retains his right of reemployment.

If a person who is eiigible for military reemployment is reemployed, the period of his

military service must be included in calculating the step at which he will be placed.

An employee who has been continucusly employed without a break in service may

not have his salary set below:

(a) Step 7 of any grade if his date of hire is before April 26, 1973; or

(b) Step 5 of any grade if his date of hire is before May 3, 1975, but on or after
April 26, 1973, except for disciplinary reasons which result in demotion,

When a nonclassified or unclassified employee or an employee included in the

personnel system pursuant to the provisions of NRS 284.022 is appointed without a

break in service to the classified service, he may, at the discretion of the appointing

authority:
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10.

{a) Be paid at a step which corresponds to or is below his current rate of pay if it
is within the grade of the class to which he is appointed;

(b} Be paid at the first step in the new grade to which he is appointed; or

(c) Receive a special adjustment to his salary pursuant to subsection 1 of NAC
284.204 or 284.206.

An employee who was previously employed in the classified service and is appointed

pursuant to the provisions of subsection 9 may not be paid at a step and grade which

is greater than he received at the time he left the classified service, unless he has

held the unclassified or nonclassified position for more than 1 year.

[Personnel Div., Rule Ill Section F, eff. 8-11-73; A 10-6-78] -- (NAC A by Dep't of
Personnel, 10-26-84; 8-28-85; 5-27-86; 7-22-87; 9-17-87; 12-17-87; 7-21-89; 8-14-90;
8-1-91; 7-6-92; 3-23-94; 7-1-94; 3-1-96)

284.174 Eligibility for increase in salary based upon merit.

1

An employee whose last performance rating vas standard or better and who has not
attained the top step of his grade must receive an increase in his salary based upon
merit of one step on his date of record and each year thereafter of employment
equivalent to full-time service.

An employee with a substandard performance rating is not eligible for an increase in
his salary based upon merit.

[Personnel Div., Rule Il part Section G, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84; 11-16-95}

284.182 Date of record: Adjustment and retention of date,

1.

Except as otherwise provided in this section, an empioyee's date of record is 1 year
of employment equivalent to full-time service from the date of the employee's
appointment to his current grade.

An employee who receives a promotion or an individual reclassification that does not
include the rest of his class and results in an increase of at least two grades must
receive a new date of record.

if an employee is in a position that is reclassified upward as a result of an
occupational study, he retains his date of record.

An employee who is reinstated must receive a new date of record.

An employee who is demoted retains his date of record. If an employee was
promoted but is being restored to his former position pursuant to the provisions of
NAC 284.462, the date of appointment and date of record of the former position
must be restored.

If an employee transfers to a position without receiving an increase in grade or is
reappointed to a position at a grade he formerly held, he retains his date of record.

An employee’s date of record must be adjusted for the amount of time in excess of
240 hours or, in the case of an excluded classified employee, 30 working days, that
he spends on leave without pay and on catastrophic leave, combined, in a year,

except for leave without pay pursuant to NRS 281.390 or NRS 284.365 or NAC
284.580. An employee whose regular work schedule is more than 80 hours biweekly
must be allotted additional leave without pay and catastrophic leave in proportion to
the number of hours that his regular work schedule exceeds 80 hours biweekly. For
the purpose of this subsection, the year begins on the employee's most recent date
of appointment except when there is a retained date of record. In that instance, the
year begins 1 year before the retained date of record. Each subsequent year begins
on the date the employee attains his date of record.

A person who is rehired within 1 calendar year after having been laid off or received
a seasonal separation will have his date of record adjusted on a day-for-day basis for
the time during which he was not employed.

A person with a permanent disability arising from a disability related to work who is
reemployed following a separation from state service within 1 year after the date on
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which he sustained the permanent disability as determined pursuant to NAC

284.6013 will have his date of record adjusted on a day-for-day basis for the time

during which he was not employed.

10. If a person is reemployed and has remained continuously employed, he retains his
date of record.

11, If a person eligible for military reemployment is reemployed, he retains the date of
record held when he separated from the state for his service in the military.

12. An employee who changes from working full-time to part-time or from part-time to
full-time must have his date of record adjusted to equal 1 year of service equivalent
to full-time service.

13. Service in:

(a) Provisional, temporary, special disabled and emergency status must be credited
toward eligibility for an increase in salary based on merit if it is immediately
followed by a probationary or permanent status.

{b) A seasonal position which is probationary or permanent must be credited
toward eligibility for an increase in salary based on merit. If an incumbent's
status of appointment is other than probationary or permanent, the provisions
in paragraph (a) apply. An incumbent in a seasonal position must complete 1
year of employment equivalent to full-time service with the state before he is
eligible for the increase.

[Personnel Div., Rule Ili part Section G, eff. 8-11-73] -- (NAC A by Dep't of Personnel,

10-26-84; 8-28-85; 5-27-86; 8-22-86; 4-19-88; 7-21-89; 10-18-89; 3-27-92; 7-6-92;

9-16-92; 11-16-95; 3-1-96; 10-27-97)

284.186 Date of promotion coinciding with date of record,

If the date of an eligible employee's promotion coincides with his date of record, an
increase in salary based on merit must be granted first and the promotional increase must
be applied to the higher rate.

[Personnel Div., Rule Ill part Section G, eff. 8-11-73; A 4-14-786] -- (NAC A by Dep't of
Personnel, 10-26-84)}

284.190 Automatic advancement.

1. For the purposes of this section, "automatic advancement™ means the progression of
an employee to the authorized grade of the position, but not exceeding the journey
level.

Automatic advancement occurs without recruitment and may occur without
examination. [t is based upon the employee's:
{a} Meeting of the minimum qualifications;
{b) Satisfactory performance; and
(c) Endorsement by his appointing authority.
2. In determining the status of an employee who has been promoted by an automatic
advancement:
(a) The provisions in subsection 2 of NAC 284.170, governing compensation an
promotion, apply.
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{b) If the employee had attained permanent status in the class from which he was
promoted, he retains that status in the new level to which he was promoted.
A subsequent promotion other than by automatic advancement places him in
probationary status in that class.

(c) If the employee had not attained permanent status in the class from which he
was promoted, he must remain in probationary status in the new level until he
has worked in that level for a period equal to the remaining portion of the
probationary period that is required for the new level.

[Personnel Div., Rule | Section C subsec. 23, eff. 4-14-76; + Rule lll part Section G, eff.
8-11-73; A 4-14-78] -- (NAC A by Dep't of Personnel, 10-26-84; 7-21-89; 11-16-95)

284.194 Granting or withholding of increase in salary based on merit..

1. An employee who is eligible must receive an increase in his salary based on merit of
one step on his date of record and each year thereafter of employment equivalent to
full-time service until he reaches the top of the grade.

2. An employee who has failed to receive an increase in salary based on merit because
of a performance report which rates his performance as substandard is only entitied
to receive that increase on the date designated and recorded on a subseguent
performance report as the date on which his performance improved to standard or
better. If a subsequent performance report is not filed with the director within 30
days after the date required by subsection 4 of NRS 284.340, the employee's
performance will be deemed standard and he will be entitled to the increase effective
on the date the performance report was due. The date a report is received by the
director or an employee of the department of personnel is the date it is filed.

3. If an increase in salary based on merit is withheld as provided in subsection 2, the
employee's date of record must not be affected.
4. Except as provided in NAC 284.202, no retroactive payment of an increase in salary

based on merit may be given.

[Personnel Div., Rule lll part Section G, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84; 10-18-89; 11-16-95)

284.202 Incr
error.

If an increase in salary based on merit is delayed solely because of an administrative or
clerical error, the increase must be made effective as of the date it was properly due.

[Personnel Div., Rule ill part Section G, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84)

it: Del

284.204 Adjustment of steps within same pay grade.
1. The department of personnel may approve an adjustment of steps within the same
pay grade to:

{a) Meet a difficult recruiting problem if an effort to recruit a person for a position
or class has failed to produce applications from at least five eligible persons
who are available to work, or the recruitment for the position or class has been
deemed historically difficult. Such an adjustment of steps may be approved by
the department of personnel for a class for a period of 1 year.

{b) Employ a person who possesses qualifications which are superior to those of
another eligible person if he possesses experience or education, or both, which
exceed:

(1} The minimum qualifications of the class; and
{2) The experience and education of any other eligible person who is
available.
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Any experience or education, or both, which is considered by the appointing
authority pursuant to this subsection must be given a greater weight for those
areas which are directly related to the position than those areas of general
education and experience. The rate of salary is negotiable within the grade of
the class of the position.

(c) Maintain an equitable relationship in the status of steps among the employees
of the appointing authority if a disparity exists and it is not a condition created
solely by differences in seniority. The status of the steps may not be con-
sidered for employees:

(1) In another agency; or
(2)  When the difference is a result of an adjustment in salary which was
attained in a former class.

2. Before granting an adjustment of steps pursuant to this section, the appointing
authority must submit a request in writing to the department of personnel which
justifies the need for the adjustment. The request must indicate that the appointing
authority has:

{a) Considered the requirements for the salary and the qualifications of any other
eligible person who is avaiiable for work;

(b} Ensured that the adjustment is feasible on the basis of its fiscal effects;

(c} Ensured that the adjustment will not cause inequity in the status of the steps
of current employees which would require adjustments in the salaries of those
employees which are not feasible on the basis of the fiscal effects of any
adjustments; and

(d) Prepared and maintained an accurate record of the consideration of the factors
listed in this subsection and of the justification of the appointing authority for
the adjustment as specified in this section, as appropriate.

3. An adjustment of steps which is made pursuant to this section does not constitute
a promotion.
4, The effective date of an adjustment of steps which is approved by the department of

personnel must be determined by the appointing authority. An adjustment of steps
cannot be effective before the request is made by the appointing authority.

5. An adjustment of steps which is made pursuant to paragraph (a) of subsection 1 must
be revoked when:
{a) The recruiting problem which caused the adjustment was due to the

geographical location of the position; and
(b} The employee transfers to an area where a recruiting problem does not exist.
The employee must be placed at the step he would have received if he had not
received the adjustment.
(Added to NAC by Dep't of Personnel, eff. 8-14-90; A 7-1-94)

284.206 Special adjustments to salaries.
1. The department of personnel may approve a special adjustment to a salary equivalent
to one grade to recognize conditionally:
(a) An employee who works out of his class on a continuing basis and who
performs essentially all the duties and responsibilities of a position classified at
a higher grade. To receive the increase the employee must:
(1) Be assigned duties and responsibilities of the higher grade which are
ciearly demonstrated in the class specification; and
{2) Carry out the duties for at least 16 consecutive workdays before the
increase becomes effective.
The adjustment in sailary must not continue for more than 6 months in any
12-month period unless the person is underfilling a position pursuant to NAC
284.437 and recruitment has failed to produce a sufficient number of
applicants on the appropriate list.
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{b)
{c)

{d)

{e)

{f)

(g)
{h)

An employee required to use bilingual skills or sign language for the deaf at
least 10 percent of his work time.
An employee supervising other employees of the same or a higher grade if the
supervision is not of a program or function which is provnded for in the
specification of the class.
An employee of the mental hygiene and mental retardation division or the child
and family services division of the department of human resources or of the
division of the department of prisons which provides mental health services to
in-patients, who is required regularly to perform custodial work and clean up
human bodily wastes, or, if his principal place of work is located in an
assaultive environment as determined by the administrator, to provide medical
treatment, maintain buildings, instruct academic courses or provide therapy.
The adjustment will be:
(1) Granted only when such duties are not required of the class as a whole;
and
{2) Granted only once although the employee performs more than one duty
described in this paragraph.
Except as otherwise provided in this paragraph, such an employee who is
assigned to the unit located in an assaultive environment for one or more hours
but who is not assigned there permanently must also receive the adjustment
for each hour and portion thereof he works in the unit, An excluded classified
employee who is assigned to the unit located in an assaultive environment for
any portion of a workday but who is not assigned there permanently must
receive the adjustment for all of his regularly scheduled hours of employment
on that workday.
Except as otherwise provided in this paragraph, an employee who conducts a
formal program of training for employees in an occupational class series. The
training must:
(1} Be conducted weekly;
{2} Consist of training on the job and in the classroom or training only in the
classroom;
{3) Include a test to determine the employee's progress in the program; and
(4) Result in the award of a certificate of completion or advancement in a
training class series to the journey level.
If granted, the adjustment begins when the employee starts conducting the
program of training and ends when the program is completed. An adjustment
will not be granted if the duty to conduct training is clearly set forth in the
class specification. Informal orientation given to new employees in a class
series will not be considered for this special adjustment.
An investigator of the state industrial insurance system who is required by his
appointing authority to carry a concealed weapon and to investigate threats of
violence against employees of the agency and who has been authorized by the
appropriate law enforcement agency to carry a concealed vweapon.
A law enforcement officer who is assigned to motorcycle duty.
An employee of the department of prisons who regularly supervises, or is
responsible for the supervision of a group of inmates assigned to a work area
of a prison and who is responsible for implementing security procedures,
including, without limitation, securing the work area from inmates who are not
authorized to enter, accounting for all inmates who have been assigned to the
work area and accounting for all materials, tools and equipment in the work
area. This adjustment will be granted only if such duties are not provided for
in the class specification.
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{i) An employee who occupies a position in which the duties have been
recognized pursuant to a position questionnaire as being at a higher level, but
who does not meet the minimum qualifications for promotion to the new grade.
The special adjustment may continue in effect from the date the position is
reclassified or the position questionnaire is received:

(1) Until the employee meets the minimum qualifications and is promoted;
(2) For 1 year after the effective date of the special salary adjustment; or
{3} Until the date the higher level duties are removed,

whichever occurs first.

A request for a special adjustment to a salary made pursuant to this section may be

initiated by an employee, the appointing authority or the department of personnel.

A special adjustment authorized by this section does not constitute a promotion.

Any special adjustment made pursuant to subsection 1 must be revoked when the

conditions justifying it cease to exist.

Except as otherwise provided in this section, the effective date of a special

adjustment to a salary is the date the appropriate document is received by the

department of personnel. If a specia! adjustment to a salary is delayed because an

administrative or clerical error prevented the delivery of a prepared document to the

department, the effective date must be determined by the appointing authority and

must be based on the date the document should reasonably have been submitted to

the department of personnel. A retroactive adjustment due to administrative or

clerical error must not exceed 6 months from the date of receipt of the document.
[Personnel Div., Rule Il Section H, eff. 8-11-73; A 7-3-76] -- (NAC A by Dep't of
Personnel, 10-26-84; 8-28-85; 5-27-86; 1-26-87; 9-17-87; 12-17-87; 7-14-88; 1-22-90;
8-14-90; 12-26-91; 11-12-93; 3-23-94; 11-16-95; 10-27-97)

Pw ™

(67}

284.208 nsation for dan r involvi
1. 'As used in this section:
(a) “Dangerous duty™ means work performed under such dangerous circumstances
that an accident would probably result in serious injury or death.
{o]] “Duty involving physical hardship” entails extreme physical discomfort which
is not adequately alleviated by protective or mechanical devices.
2. Except as otherwise provided in this subsection, additional compensation equal to 10

percent of an employee's basic rate of pay must be paid for each hour in which he

performs any dangerous duty or duty involving physical hardship. An excluded

classified employee who performs any dangerous duty or duty involving physical
hardship for any portion of a workday must receive the additional compensation for
all of his regularly scheduled hours of employment on that workday.

3. The compensation applies only to employees who are subjected to unusual physical
hardship or dangerous duties which are not an inherent part of the job and not
regularly part of the job. These duties may appear in the job description, but must
not be performed with sufficient regularity to constitute an element in fixing the grade
of the position.

4. Only the following groups, under the conditions described, are entitled to receive pay
for dangerous duty:

(a) Employees engaged in scuba or skin diving.

(b) Employees who perform duties at a height of more than 16 feet above the floor
in a building or 16 feet above ground level cutside of a building if the work is
performed on portable equipment or outside of a railed or protected area.

(c) All employees, except pilots, for time spent in single engine aircraft or
helicopters when required to do so by the employer.

{d) Employees required to handle or use explosives.

(Added to NAC by Dep't of Personnel, eff. 8-26-83; A 10-26-84; 9-17-87; 3-23-94)
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284.210 Compensation for differentials in shifts.

1. Except as otherwise provided in this subsection, compensation equivalent to an
adjustment of one grade must be authorized for an employee for all hours worked
within a work shift if the employee is assigned to a qualifying shift. An excluded
classified employee who is assigned to a qualifying shift for any portion of a workday
must receive such compensation for all of his regularly scheduled hours of
employment on that workday.

2. One shift qualifies an employee to receive the compensation.

3. The compensation applies during the time when an employee is on sick and annual
leave, holidays and other leave with pay if the employee is still assigned to that shift
when the leave is taken.

4., Any hours exceeding the qualifying 8-hour shift are eligibie for overtime at the
differential rate of pay for that shift if they are worked by an employee other than an
excluded classified employee, in conjunction with, immediately before or following the
shift.

b. A qualifying shift, including the times at which the shift started and ended, must be
clearly designated on the employee's time sheet and approved by the employee's
supervisor.

6. As used in this section, "qualifying shift” means a scheduled period of work of at
least 8 hours, of which 4 hours must fall within the hours from 6 p.m. to 7 a.m.

{Personnel Div., Rule lll Section |, eff. 8-11-73; A 7-3-76] -- (NAC A by Dep't of Personnel,

12-17-87; 7-21-89; 3-23-94; 10-27-97)

284.214

1. Except as otherwise provided in subsection 3, an employee must be credited with 2
hours of call back pay at the rate of time and one-half if his employer calls him back
to work on an unscheduled basis without having notified him before the completion
of his last normal working day, and overtime for each additional hour if he is ellglble
therefor pursuant to NRS 284.180.

2. An employee who is reguired to appear as a witness in court or at an administrative
hearing:
(a) During his regularly scheduled time off; and
(D) Concerning a matter which relates directly to his job, must be credited with 2

hours of call back pay at the rate of time and one-half; and overtime for each
additional hour if he is eligible therefor pursuant to NRS 284.180. If he
receives a witness fee as well as this compensation, he shall relinquish the
witness fee to the agency by which he is employed.

3. Subsection 1 does not apply to any:

(a) Employee who is called into work while on standby status.

(b) Excluded classified employee or excluded unclassified employee.

(c) Employee who works part-time or intermittently unless he has worked 8 hours
in 1 calendar day.

{(d) Employee who performs duties pursuant to an understanding with the agency
whereby the employee is given discretion as to performance of the duties and
the duties are initiated by the action of the employee. In such a case, the
employee receives compensation at the appropriate rate only for the actual
time spent in the performance of those duties.

(e) Employee who is not required to leave the premises where he is residing or
located at the time of notification in order to respond to a calil.

(f) Employee who is called back to work if:

(1) The work begins 1 hour or less before or after is scheduled work shift;

(2) The time for beginning the work is set at the employee’s request; or

(3) The work begins during the same 2-hour period previously credited for
call back pay.
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[Personnel Div., Rule Il Section J, eff. 8-11-73] -- (NAC A by Dep't of Personnel,

12-13-83; 10-26-84; 9-17-87; 11-12-93; 3-23-94; 10-27-97)

5.

6.

284 218 Compensation for standby status.

A classified employee is entitled to receive additional pay, or equivalent compensatory
time off, at the rate of © percent of his regular hourly rate for every hour he is in
standby status.

Cash payment is the preferred method of compensation, but compensatory time off

must be granted in lieu of cash payment if the employee requests compensatory time

and the agency approves the request.

An employee is in standby status when he is:

(a) Directed to remain available for notification to work during specified hours;

(b) Prepared to work if the need arises, although the need for him to work might
not arise;

(c) Able to report to work within a reasonable time;

(d) Directed by his supervisor to carry a paging device, provide a telephone
number where he may be notified or provide any other acceptable means for
notification; and

(e) Aliowed to use the time he is waiting for notification to work for his personal
pursuits.

When an employee begins the performance of his regular duties after receiving notice

to work, he ceases to be on standby status and qualifies for straight time or overtime

pay, whichever is applicable, for the actual time worked. Upon completion of the
work, he returns to standby status for the remainder of the time he has been directed
to be available to work.

Any class designated in the statutes as a 24-hour class does not automatically qualify

for this additional pay.

This section does not apply to an excluded classified employee.

[Personnel Div., Rule lll Section K, eff. 8-11-73] - (NAC A by Dep't of Personnel, 8-26-83;

10-26-84; 7-22-87; 3-23-94)

284.220 i r fr li vin

1.

An employee other than an excluded classified employee or excluded unclassified
employee, who loses an hour of work during his scheduled shift because of a change
of time to daylight savings time may, with the approval of the appointing authority,
elect to take an hour of annual leave, compensatory time or leave without pay or, if
required by the agency, must be scheduled to work an additional hour.

An employee, other than an excluded classified employee or excluded unclassified
employee, who is required to work an additional hour during his scheduled shift
because of a change of time to standard daylight time is entitled to receive overtime
for pay or compensatory time as approved by the agency.

{Added to NAC by Dep’t of Personnel, eff. 4-19-88; A 3-23-94)
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284.250 Compensation for gvertime.

1. The principal method of compensating an employee for overtime is cash payment
which is computed at the rate established in NRS 284.180 and in the classification
and compensation plan.

2. Compensatory time off which is computed at the rate specified in NRS 284.180 and
in the classification and compensation plan may be granted if the employee and the
appointing authority have entered into an agreement which complies with the
provisions of 29 C.F.R. § 553.23. Compensatory time off must be taken within a
reasonable time after accrual at the direction of the appointing authority.

3. Compensatory time may not be accrued in excess of 120 hours unless an agreement
entered into pursuant to subsection 2 provides for the accrual of additional hours of
compensatory time, not to exceed 240 hours. Overtime liability incurred in excess
of these limits must be paid in cash. The appointing authority may pay in cash
overtime accrued below these limits,

4, If an employee accrues overtime in excess of 60 hours, or in excess of 120 hours in
the case of an employee subject to an agreement which provides for the accrual of
up to 240 hours of compensatory time, the head of the department shall review the
workload problem.

5. If, after October 15, an employee determines he may lose annual leave at the end of
the calendar year, he may elect to use annual leave instead of compensatory time for
approved leave.

[Personnel Div., Rule lll Section L subsecs. 9-11, eff. 8-11-73; renumbered as

subsecs. 8-10, 10-10-78] -- (NAC A by Dep't of Personnel, 10-26-84; 9-30-88; 11-12-93;

3-23-94)

284.251 Use of compensatory time to supplement benefits for temporary total disability.
An employee who is receiving benefits for a temporary total disability pursuant to chapters
616A to 616D, inclusive, or 617 of NRS may use his accrued compensatory time to receive
payment for the difference between his normal pay and the benefits received.
(Added to NAC by Dep't of Personnel, eff. 4-20-90; A 7-1-94; 11-16-95; 3-1-96:
10-27-97)

284.252 Compensatory time: Payment for excess accumulation: use not to be
unreasonably denied.

1. Except as otherwise provided in subsection 2, any employee who has accumulated
more than 60 hours of compensatory time may request payment in cash for the
amount over 60 hours if the request is made in writing at least 7 working days before
a regular payday. Except as otherwise provided in subsection 3 of NAC 284.250, the
requested payment must be made unless money is not available as certified by the
chief of the budget division ar, in the case of an agency not supported from the state
general fund, as certified by the administrator of that agency.

2. In the case of an employee subject to an agreement which provides for the accrual
of up to 240 hours of compensatory time, a request for payment in cash is limited to
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1.

2.

1.

any compensatory time accrued in excess of 120 hours, except that payment for all
compensatory time accrued in excess of 60 hours may be made to:

{a) A firefighter who submits a request for payment on or before April 1, if
payment is made during the month of April.

(b) A district brand inspector who submits a request for payment on or before
September 1, if payment is made during the month of September.

{c) A 24-hour duty officer of the division of emergency management of the

department of motor vehicles and public safety who has accumulated more

than 60 hours of compensatory time during any 12 consecutive months.
An employee must not be unreasonably denied the opportunity to take compensatory
time off, if the request is made 2 weeks in advance.

{Added to NAC by Dep't of Personnel, eff. 8-26-83; A 10-26-84; 9-30-88; 3-23-94)

284.253 Compensatory time: Amount of payment.
Payment for compensatory time:

For an employee who terminates his employment, must be paid at the average regular
rate of pay received by the employee during the last 3 years of the employee's
employment, or the final regular rate of pay received by the employee, whichever is
higher.

For all other employees, must be based on the grade and step of an employee when
the compensatory time is paid.

(Added to NAC by Dep't of Personnel, eff. 5-27-86; A 11-16-95)

284.2535 Compensatory time: Firemen.

A fireman who works a 24-hour shift and who elects to receive compensatory time
off for the overtime he works is entitled to accrue 2.1 hours of compensatory time
for each hour of overtime that he works.

Accrued compensatory time wili be converted for cash payment pursuant to the
following formula:

1.5 {accrued compensatory time) . = X hours for cash payment
2.1

When a fireman is appointed to a job classification with a schedule of working 40
hours per week, the compensatory time of the fireman must be converted to the
amount of compensatory time that would have been accrued if the fireman worked
40 hours per week.

When an employee with a schedule of working 40 hours per week is appointed to a
job as a fireman with an average work schedule of 56 hours per week, the
compensatory time of the employee must be converted to the amount of
compensatory time that would have been accrued if the person worked 56 hours per
week.

(Added to NAC by Dep't of Personnel, 9-13-91, eff. 10-1-91; A 12-26-91; 3-27-92)
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284.254 Compensation for overtime upon transfer.

Except as otherwise provided in subsection 2, if an employee who has accumulated
overtime transfers from a position under the jurisdiction of one appointing authority
to a position under the jurisdiction of another appointing authority, the accumulated
overtime which the employee has not used or for which he has not been paid must
be compensated for by the agency he is leaving, unless the receiving agency agrees
in writing to assume the liability for the overtime and the employee concurs.

A receiving agency shall not assume the liability for the accumulated overtime of an
employee if the employee is transferring to an excluded position. The accumulated
overtime of an employee transferring to an excluded position must be compensated
for by the agency the employee is leaving.

As used in this section, "excluded position" means a position in the classified or
unclassified service that is subject to the provisions of NRS 284.148.

[Personnel Div., Rule lll Section L subsec. 12, eff. 8-11-73; renumbered as subsec. 11,

10-10-76] -- (NAC A by Dep't of Personnel, 10-26-84; 10-27-97)

1.

284.258 Compensation for time spent traveling.

Time spent outside normal working hours while an employee is traveling must be
compensated at the overtime rate, if the employee is otherwise entitled to overtime
compensation.

An employee begins traveling when he leaves his work station, or home if so
authorized, and continues until he reaches his geographical location for his work
assignment. Additional travel time may only be earned if the employee's actual work
time plus his travel time exceeds his normal workday of at least 8 hours. In
determining the amount of travel time granted, time claimed for additional
reimbursement must be justified against the "normal” travel time as determined by the
agency's previous travel experience.

If the additional travel time was due to the employee's choice of transportation, it will
not be allowed. This includes an employee's attendance at a training session,
seminar or conference which is paid by the state but which is not mandatory and is
attended at the employee's request and for his benefit.

An employee may not be compensated for the time spent traveling during the normal
time he spends commuting to and from work. Normal time for commuting must be
subtracted from travel time claimed. This subsection applies to trave! before 8:00
a.m. or after 5:00 p.m. or, in the case of employees who work a nonstandard work
week, before or after a normal work shift of at least 8 hours.

For employees who work a standard work week, travel on Saturdays, Sundays and
holidays is also covered. For employees who work a nonstandard work week, travel
under normal days off or on holidays is covered. Only travel before or after the
normal work shift of at least 8 hours will be counted if an employee who works a
nonstandard work week is traveling on a holiday which is his scheduled workday.
Employees who must travel and stay over to continue work on their next regularly
scheduled workday are not considered to be working on their regularly scheduled
days off and are allowed only the standard per diem expenses. Employees who have
trave! layovers or delays in their transportation are limited to 4 hours overtime plus
per diem expenses.

[Personnel Div., Rule lll Section L subsec. 16, eff. 8-11-73; renumbered as subsec. 15,

10-10-76] -- (NAC A by Dep't of Personnel, 10-26-84; 7-1-94)
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284.262 Applicability of plan to encourage continuity of service.

The plan to encourage continuity of service established pursuant to NRS 284.177 applies
to classified and unclassified employees of the state.

[Personnel Div., Rule lll Section M subsec. 1, eff. 8-11-73; A 9-6-74; 2-5-82]

284 270 Longevity pay: Employees’ ratings.
An employee's performance must be rated standard or better on the last performance
report if the report was filed within the last 12 months, for him to be eligible for
additional pay pursuant to NRS 284.177.

2. If an employee's performance was:
(a) Not rated during the previous 12 months, his performance is assumed to be
standard.
(b) Rated as substandard, the effective date of a subsequent rating of standard

or better is the date recorded by the appointing authority on a subsequent
performance report filed with the director pursuant to subsection 4 of NRS
284.340.

{c) Rated as substandard but the performance report is not filed within 30 days
after the date required by subsection 4 of NRS 284.340, the employee's
performance is assumed to be standard on the date the performance report
was due.

[Personnel Div., Rule 1l Section M subsec. 3, eff. 8-11-73; A 9-6-74; 2-6-82] -- (NAC A
by Dep’'t of Personnel, 10-26-84; 7-22-87; 10-18-89; 11-16-95)

284.274 Longevity pay: Dates of payment and eligibility.
1. Payments for longevity will be made every July and December.
2. The dates upon which employees become eligible for the semiannual payments are

December 31 and June 30.
3. Except as otherwise provided in NAC 284.282, employees who are eligible and have
not been separated from state service as of these dates will receive longevity pay.
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An agency is responsible for the payment of longevity pay due an employee if that
employee is employed by the agency on the date the longevity worksheet authorizing
the payment is required to be submitted to the central payroll section of the
department of personnel.

[Personnel Div., Rule Ill Section M subsec. 4, eff, 8-11-73; A 9-6-74; 4-14-76; 2-5-82] --

{NAC A by Dep't of Personnel, 10-26-84; 12-17-87; 7-14-88; 7-21-89; 3-1-96)

1.

2.

284.278 Longevity pay: Part-time emplovees: applicable formulas.

Part-time employees must work the equivalent of 8 full-time continuous years to be
eligible for longevity pay.

Except as otherwise provided in subsection 4, an eligible part-time employee or an
eligible full-time employee who works less than full time for a portion of the 6-month
gualifying period, is entitled to receive longevity pay based on the following formula:

e r of full-time equivalent hours worked X longevity increment =
1044 hours longevity for 6 months

Except as otherwise provided in subsection 4, a full-time employee whose
regularly scheduled work shift is more than 40 hours per week or 80 hours
biweekly is entitled to receive longevity pay based on the following formula:

: h : c 6 I g pe X  longevity increment =
Total schcduied work hours duuug 6—momh quahfymg penod longevity for 6 months
for a full-time employee

Prorated longevity pay for an excluded classified empioyee or excluded unclassified
employee must be calculated using the foliowing formula:

: ked : ng pe X  longevity increment =
Total scheduled work days du.mng 6-momh quahfyxng penod longevity for 6 months
for a full-time employee

[Personnel Div., Rule [li Section M subsec. 6, eff. 9-6-74; A and renumbered as subsec. 5,

2-5-82] -- (NAC A by Dep't of Personnel, 10-26-84; 9-13-91; 3-23-94)

284.282
1.

Except as otherwise provided in NAC 284.580, an employee who is on leave without
pay or catastrophic leave for the entire 6-month period of qualification is not entitled
to pay for longevity for that period. Leave without pay or catastrophic leave for 240
hours or less in a calendar year may be counted as time worked for an employee
other than an excluded classified employee or excluded unclassified employee. Leave
without pay or catastrophic leave for 30 working days or less in a calendar year may
be counted as time worked for an excluded classified employee or excluded
unclassified employee.

Except as otherwise provided in NAC 284.580, the formulas provided in NAC
284.278 must be used in calculating the payment for longevity for:

(a) Employees, other than excluded classified employees and excluded
unclassified employees, who take leave without pay or catastrophic
leave in excess of 240 hours in any 1 calendar year; and

(b} Excluded classified employees and excluded unclassified employees,
who take leave without pay or catastrophic leave in excess of 30
working days in any 1 calendar year.

For the purposes of subsections 1 and 2, an employee whose regular work schedule
is more than 80 hours biweekly must be allotted additional leave without pay in
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11.

proportion to the number of hours his regular work schedule exceeds 80 hours

biweekly. For the purposes of this subsection, a fireman who is assigned to a 24-

hour shift shall be deemed to work an average of 56 hours per week and 2,912 hours

per year.

An employee who retires and applies for retirement pursuant to the provisions of

chapter 286 of NRS or who dies during the 6-month qualifying period is eligible for

longevity pay according to the applicable formula in NAC 284.278.

An employee who is laid off and is rehired within 1 year after the date of layoff is

eligible for pay for the longevity he would have earned if he had not been laid off.

The employee must be treated as if he had been on leave without pay pursuant to

subsections 1 and 2.

A person with a permanent disability arising from a disability related to work who is

reemployed following a separation from state service within 1 year after the date on

which he sustained the permanent disability as determined pursuant to NAC

284.6013 is eligible for pay for the longevity he would have earned if he had not

been separated from state service. The employee must be treated as if he had been

on leave without pay pursuant to subsections 1 and 2.

A person who is receiving benefits for a temporary total disability pursuant to

chapters 616A to 616D, inclusive, or chapter 617 of NRS and makes the election pro-

vided in:

(a) Subsection 1 or 3 of NRS 281.390, is entitled to accrue service credit for
longevity during the period he is receiving benefits and is being paid an amount
of sick leave equal to the difference between his normal salary and the benefits
received.

(b) Subsection 5 of NRS 281.390, must be placed on leave of absence without
pay, unless the employee is on family and medical leave because a serious
health condition prevents him from performing the essential functions of his
position. Such an employee may, while he is on such leave, elect to use his
accrued annual leave in lieu of being placed on leave of absence without pay.

An employee who does not have enough sick leave to make up the difference
between his normal salary and benefits for temporary total disability must be placed
on leave of absence without pay for the period he is receiving such benefits and the
balance of time not covered by sick leave or other paid leave. Such an employee
accrues service credit only for the time he is covered by sick leave or other paid
leave. The employee ceases to be on leave of absence without pay when he has
exhausted all of his sick leave and is not approved for other leave.
Service in a seasonal position must be credited towards payments for longevity if the
employee is employed on December 31 and June 30 and if the requirements for
longevity service have been met. If an employee in a seasonal position is not on the
payroll on those two dates and he is reemployed without a 12-month break in service,
the employee is entitled to receive a prorated payment for longevity based on the
service during the last longevity period.

If a person is on leave of absence without pay for military service pursuant to NRS

284 .365 or is reemployed within 90 days after the military service, the time during

which he was not in paid status because of his military service will be counted when

determining the rate for pay for longevity. The person is eligible for payment for
longevity for the time he is in paid status in accordance with the provisions of

subsections 1 and 2.

If a nonclassified employee or an employee covered by NRS 284.022 is appointed

without a break in service to the classified or unclassified service, the previous time

served is counted for longevity purposes but not for any retroactive payment.

[Personnel Div., Rule Ill Section M subsec. 7, eff. 9-6-74; A and renumbered as subsec. 6,
2-5-82] -- (NAC A by Dep't of Personnel, 10-26-84; 12-17-87; 7-14-88; 7-21-89; 9-13-91;
9-16-92; 11-12-93; 3-23-94; 7-1-94; 11-16-95; 3-1-96; 10-27-97)
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284.284 Longevity pay: Return to state service.

An employee who was vested in the plan for payment for longevity and who
separated from state service before July 1, 1981 and returns to state service is
vested in the plan.

The employee will receive the same semiannuai rate of payment he did at the time of
his separation from service. However, the employee may not receive any semiannual
increases until he has again served the same number of years he had served at the
time of his separation from service plus 1 year.

The years which an employee served before the beginning of the payment of
semiannual increases must be in a single continuous period which is equivalent to full-
time employment.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284 290 Retained rates of pay.

An employee who is reclassified downward through no fault of his own is entitled to

a retained rate of pay if the following conditions are found to exist by the department

of personnel:

(a) The employee has been in the same class for 6 months (full-time equivalent)
immediately preceding the downward reclassification; and

(b}  The reclassification is the result of a reorganization or other legitimate reason
over which the employee has no control.

If an employee is entitled to a retained rate of pay, the following procedures apply:

(a) The employee's pay status remains unaffected for 2 years from the date of the
downward reclassification. At the end of the 2-year period, the employee's
specific current rate of pay will be frozen for a maximum of 2 years, making
the employee ineligible for any future salary adjustments, cost of living
adjustments or wage and salary adjustments. The employee's frozen salary
will automatically be adjusted to the highest step within the lower grade if his
salary falls within the range of the lower grade or at the end of the 2-year
period, whichever occurs first,

(b} If the employee voluntarily accepts another position within the time period, he
may no longer retain his salary.

(c) The employee is entitled to reemployment rights provided in NAC 284.140.

This section does not apply to an employee who is occupying a position which is

reclassified to a higher class and is later restored to the former class pursuant to NAC

284.132.

[Personnel Div., Rule Ill Section O, eff. 8-11-73; renumbered as Section P, 9-6-74;: A

10-6-78] -- (NAC A by Dep't of Personnel, 10-26-84; 9-17-87; 7-1-94; 3-1-96)
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284.294 Reimbursement for furnishing own tools.

An employee who is required to furnish his own tools may elect to be reimbursed for
the use, loss, theft and breakage of the tools at a monthly rate of $35 if the monetary
value of the tools is more than $300 and less than $1,000, or at a monthly rate of
$50 if the monetary value exceeds $1,000. This monthly allowance must not be con-
sidered part of the employee’s salary.

The payment of reimbursement pursuant to subsection 1 absolves the agency of any
responsibility for the employee's tools if the loss per occurrence is $1,000 or less.
If the loss is more than $1,000 and is covered under the terms and conditions of the
policy of property insurance or program of self-insurance maintained by the state, the
joss must be paid by the insurer or the state, as appropriate. If reimbursement is not
paid and a loss occurs which is covered by the policy of property insurance or
program of self-insurance, the first $1,000 of the loss must be paid by the agency
and the balance by the insurer or the state, as appropriate.

Agencies must approve and maintain a listing of those tools which are required.

As used in this section, "tools" does not include weapons or other protective
equipment.

[Personnel Div., Rule lll Section P, eff. 8-11-73; renumbered as Section Q, 9-6-74] -- (NAC

A by Dep't of Personnel, 8-26-83; 7-14-88; 10-27-97)
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RECRUITMENT AND EXAMINATIONS

284.295 Determining type of recruitment.
1. If a recruitment is required, the department of personnel will determine the type of
recruitment based on:

(a) The number of current or anticipated vacancies;

(b} The anticipated number of applicants; and

(¢} The recommendations or requests of the appointing authority.

2. Except as otherwise provided in subsection 3, a recruitment must be restricted to one
or a combination of these groups in the following order of priority:

(a) Applicants for promotion from within the division where the vacancy exists.

(b} Applicants for promotion from within the department where the vacancy exists.

(c) Applicants for promotion from throughout state service.

(d) Applicants for appointment from open competition.

If a recruitment includes more than one promotional group, any group with a higher priority

must be included and receive preference.

3. Recruitment may be open competitive, or limited to or combined with any one or
more of the promotional groups listed in subsection 2 if:

{a) The appointing authority certifies in writing to the department of personnel
that, in accordance with the provisions of NAC 284.297, it is in the best
interest of the agency to expand the recruitment to allow other groups to
compete equally; or

(b) The class is designated in the classification plan as:

(1) Entry leve! because it is not a normal progression from another class; or
(2) One for which applicants for promotion are not normally available.
4, The provisions of this section do not prohibit the department of personnel or its
designee from conducting a recruitment in anticipation of a vacancy.
(Added to NAC by Dep't of Personnel, eff. 4-20-90)

284.296 Recruitment: Agency’s responsibilities.
An agency’s responsibilities in the process of recruitment include:

1. Planning and anticipating staffing needs.

2, Reviewing and requesting changes to class specifications or grade allocations before
initiating a recruitment.

3. Determining through the department of personnel the status of existing lists of eligible
persons and requesting any necessary recruitment as early as possible.

4, Cooperating with the department of personnel during the process of recruitment in:

(a) Developing the assessment procedures and devices which will be used;

(b) Identifying the labor pool;

{c) Establishing the time limits for the recruitment; and

{(d) Determining which, if any, special recruitment methods are necessary.
{Added to NAC by Dep't of Personnel, eff. 10-26-84}

L. fo __exammat:éns author;zed by this: chapter
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Qrgmgj-ign.

For the purposes of NRS 284.295, "practicable” means that in the judgment of the

appointing authority it is in the best interest of the agency to limit consideration for a
vacancy to persons whao are eligible for promotion and who are employed within the division
or department where the vacancy exists. In making this determination, the appointing
authority shall consider:

1.

2.
3.

4.
5.

The merit, fitness, efficiency, character, conduct and length of service of the
employee, pursuant to NRS 284.295;

The need to provide to all citizens a fair and equal opportunity for public service;
The composition of the work force in relation to the plan for affirmative action of the
State of Nevada;

The needs of the agency in accomplishing its objectives; and

The possibility of any loss of federal money or other sanctions that may be imposed.

(Added to NAC by Dep't of Personnel, eff. 4-20-90)

1.

3.

4.

284.298 Competitive examinations.

Except as otherwise provided in this chapter and in chapter 284 of NRS, an
appointment to or within the classified service must be made through the use of
competitive examinations.

Competitive examinations may be structured or unstructured, scored or unscored,
written, oral, or in the form of a demonstration of skill, an evaluation of training,
experience, or other specified iob requirements, or any combination of these.
Examinations which measure an applicant's capacity, technical knowledge, manual
skill and physical fitness, if it is related to the job, may be used.

The method of examination adopted by the center for assessment may be used.

[Personnel Div., Rule IV part Section A, eff. 8-11-73] -- (NAC A by Dep't of Personnel,

10-26-84; 11- 12 93)
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284.318 Limitation of competition in recruitment.

1. Except as otherwise provided in this subsection, competition in a recruitment is
limited to applicants who meet the minimurn qualifications and other criteria for the
class or position for which the recruitment is being held and may be further limited
to those applicants who indicate on their application a willingness to accept the
conditions of employment specified in the public notice of recruitment. The notice
of recruitment may provide for the consideration of applicants who do not currently
meet those minimum qualifications but who will do so by the time their names are
placed on an eligible list. If an open competitive recruitment produces a sufficient
number of applicants the department of personnel, in agreement with the appointing
authority, may include an assessment of each applicant’'s qualifications as an
additional phase of the process of examination if it is included in the public notice.
Only those applicants who are considered the most qualified, based on this assess-
ment, may continue in the competition.

2. Except as otherwise provided in subsection 3, competition in a promotional
recruitment is limited to current state employees who:

(a) Have served at least 6 months of continuous service (full-time equivalent) in
a probationary, special disabled, emergency, provisional or permanent status
or any combination of these in the classified service.

{b) Are working in the division, department or in the state service which is
specified in the public notice of recruitment.

3. A former incumbent of a seasonal position who was separated from state service with
the status of a permanent employee may apply for a promotional recruitment up to
1 year after the day of separation even though he is not currently employed. The
prior appointment must have been in the division, department or state service which
is specified in the public notice of recruitment.

4, An employee who competes in a promotional recruitment may be at a higher grade,
the same grade or a lower grade than the grade of the class for which the recruitment
is being conducted. Depending on the grade of the employee, an appointment
resulting from a promotional recruitment may be a voluntary demotion, a lateral trans-
fer or a promotion.

[Personnel Div., Rule IV Section F, eff. 8-11-73] -- (NAC A by Dep't of Personnel,

10-26-84; 7-14-88; 8-1-91; 7-6-92)
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284.320 Employee responsible for applying for recruitment.

It is the employee's responsibility to apply for any recruitment for which he is qualified,
eligible and interested. The applicant must provide in the application the information
necessary to establish his eligibility for the appointment. Future vacancies may be filled
from the results of appropriate prior recruitments.

{Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-28-8b)

284.322 Released time for examination.

1. Upon giving reasonable notice to his immediate supervisor, a qualified employee must
be permitted to take an appropriate amount of released time to participate in any
examination given by the department of personnel or its designated representative
during work hours. Released time is equivalent to time which is worked. The time
spent participating in an examination which exceeds the normal workday or
workweek does not qualify for overtime.

2. For the purpose of this section, the employment interview is considered as part of the
exarnination process.

[Personnel Div., Rule IV Section G, eff. 8-11-73] -- (NAC A by Dep't of Personnel, 10-26-84)

284 326 Period for filing an application.
The department of personnel will, after appropriate consideration of a requesting
agency's views, determine the length of the period for filing an application based
upon, but not limited to, the number of vacancies and the size and geographic
distribution of the anticipated poo! of applicants.

2. The department of personnel may postpone, cancel or extend any recruitment by

giving appropriate notice thereof.

[Personnel Div., Rule IV Section H, eff. 8-11-73] -- (NAC A by Dep't of Personnel, 10-26-84)

284.330 Continuous recruitment.

1. The department of personnef may conduct recruitments and administer examinations
in order to provide the names of eligible persons on a continuous basis.

2. The names of eligible persons who took the same or a comparable examination on
different dates may be certified to the appointing authority on a continuous basis.

3. Eligibility from a continuous recruitment exists from the date of the examination.

[Personnel Div., Rule 1V Section |, eff. 8-11-73] -- (NAC A by Dep't of Personnel, 10-26-84)
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ESSENTIAL FUNCTIONS OF POSITIONS

284.356 _elgz_matl_on_b_v_amnnug_a_m_o_my_

An appointing authority shall determine the essential functions of a position on a case-by-
case basis. An appointing authority shall consider the foliowing factors, without limitation,
in making its determination:

Whether an employee is currently performing or has performed the function:
Whether removing the function would fundamentally alter the position;
Whether the position exists to perform the function;

The number of other employees available to perform the function:;

The degree of expertise or skill required to perform the function: and

The amount of time spent performing the function.

(Added to NAC by Dep't of Personnel, eff. 7-6-92)

PURWN

284.357 Provision of

appointment.
1. The appointing authority shall provide a description of the essential functions of a

position to each candidate who is being considered for a vacant position. The
information must be provided in a timely manner to allow a candidate with a disability
to determine his need for reasonable accommodation.

2. The appointing authority shall consider the essential functions of the position that
have been identified pursuant to NAC 284.356 when determining which candidate
will be offered employment. If the disability of a candidate prevents or impedes the
petformance of one or more functions of the position that are not identified as
essential, the appointing authority shall not consider those functions when
determining which candidate will be offered employment.

3. The provisions of this section apply to all competitive and noncompetitive
appointments to classified positions.

{Added to NAC by Dep't of Personnel, eff. 7-6-92) — (NAC A by Dep’t of Personnel, eff.

10-27-97)
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LISTS OF ELIGIBLE PERSONS AND CERTIFICATION

284.358 Types of lists. —
1. The types of lists of eligible persons and the priority for their use are as follows:

(a) Reemployment lists.

{b) Lists of persons with disabilities who are eligible for temporary limited
appointments pursuant to NRS 284.327, at the option of the appointing
authority.

(c) Transfer lists, at the option of the appointing authority.

(d) Divisional promotional lists.

(e) Departmental promotional lists.

{f) Statewide promotional lists.

(g} Lists of persons determined to be eligible from open competitive recruitments.

(h} Lists of eligible persons of comparable classes.

2. The names on each list must be used as prescribed in NAC 284.378.
3. The open and promotional lists referred to in paragraphs {d) to (h}, inclusive, of
subsection 1 must be:

{a) Based on the type of recruitment prescribed by the department of personnel;
and

{b) Described in the notice of recruitment.

The establishment of any other type of list from the initial recruitment must be in accordance
with NAC 284.379.

[Personnel! Div., Rule V Section A, eff. 8-11-73] -- {NAC A by Dep’t of Personnel, 4-20-90;
7-6-92)

284.360
employment,
1. Upon a request for certification by an appointing authority, and as provided in NAC
284.362 and 284.364 the names of eligible persons will be: —
(a) Certified in ranked order on ranked lists;
(b) Certified in unranked order on unranked lists; or
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2. An employee's status of appointment is permanent when:
(a) He has successfully completed the probationary period for a class; or
(b} His appointment did not require a probationary period and he does not hold
another type of status of appointment.
{Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-1-91)

P .

284.385 Reemployment.

i. Reemployment is a type of appointment which does not result in a break in service
and other benefits as provided in this chapter.
2. The types of reemployment and the authority for these types are as follows:

{a) Military reempioyment entitles the person to the same or similar class within
the department in which he was previously employed when the provisions of
38 U.S.C. 8§ 4301 to 4307, inclusive, are met.

(b} Layoff reemployment, when a layoff has occurred pursuant to NRS 284.254
or NRS 284.380, entitles the permanent employees who are affected to
appointment to the class and option from which they were laid off, throughout

o the state service, and to other classes as provided in subsection 2 of NAC
284.390 and in NAC 284.630.

(c) Reemployment, when a position is reclassified to a lower grade, entitles the
person to the class, option and department when the provisions of NAC
284.140 are met.

(d) Seasonal reemployment allows former seasonal employees to be reemployed
when the provisions in NAC 284.434 are met.

{e) Reemployment because an employee sustained a permanent disability arising
from a disabiiity related to work entitles the person to reemployment by the
department with which the employee was employed at the time he sustained
his permanent disability as determined pursuant to NAC 284.6013 and within
the same class and option as his regular position or in another class as
provided in NAC 284.6014.

3. The grade of the class at which a person is reemployed cannot exceed the current
grade of the class he formerly held.
4. Except as otherwise provided in subsection 3, an employee may not be reemployed

in a position allocated at grade 30 or higher if that position is at a higher grade than
the position the employee held before attaining reemployment rights.
(Added to NAC by Dep't of Personnel, eff. 10-26-84; NAC A 10-18-89; 8-1-91; 3-1-96;
10-27-97)
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284 386 Separation without prejudice: reinstatement.
1. Except as otherwise provided in this subsection, an appointing authority may reinstate

an employee within a 2-year period following his termination of employment if he was
separated without prejudice. A separation without prejudice must be determined by
the appointing authority in accordance with the standards contained in NRS 284.240.
If an emplovyee is laid off and is entitled to have his name appear on a reemployment
list pursuant to NAC 284.630, the appointing authority may reinstate the employee
within 2 years after the date on which his right to reemployment expires.

2. The grade of the class to which a person is reinstated cannot exceed the current
grade of the class he formerly held.
3. Except as otherwise provided in subsection 2, a person may not be reinstated in a

position allocated at grade 30 or higher if that position is at a higher grade than the
position the person formerly held.
A reinstatement to a similar class requires the approval by the department of
personnel before the appointing authority may make a commitment to reinstate.
The person seeking a reinstatement must provide a new application to the appointing
authority,
The person must meet the current minimum qualifications for the class for which the
reinstatement is sought or for a similar class.
It is the responsibility of a person seeking the reinstatement to make his interest
known to the hiring agencies.
[Personnel Div., Rule VI Section C, eff. 8-11-73; A 10-10-76] -- (NAC A by Dep't of
Personnel, 8-26-83; 10-26-84; 10-18-89; 11-12-83; 10-27-97)

N o o

284.390 Transfers.

1. Except as otherwise provided in this subsection, an appointing authority may, after
giving 5 working days' notice, transfer for the convenience of the state any employee
from one position to another position in the same or a related class. The notice need
not be given if the transfer does not exceed 10 working days. If a bona fide or
justifiable emergency exists, a transfer may be made immediately with the prior
approval of the department of personnel. This may not be used to harass or discipline
an employee.

2. Any permanent employee required to transfer to a different geographical location, as
defined in NAC 284.612, who declines the transfer has the same rights provided in
NAC 284.630 as an employee who is laid off.

3. Upon the request of an employee, he may transfer from a position under the
jurisdiction of one appointing authority to a position under the jurisdiction of another
appointing authority if the positions are in the same or a related class. The position
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to which the employee is being transferred may be in a location different from which

he is being transferred.

A transfer of an employee to a position in a related class may require the completion

of an application by the employee to determine his qualifications. An employee may

not transfer through noncompetitive means to a position allocated at grade 30 or

higher if that position is at a higher grade than the position the employee currently

occupies.

A transfer may not be made to harass or discipline an employee.

An employee who desires a transfer to a position in his current class must make his

interest known to:

{a) The hiring agency, following its procedures for transfer;

(b} The department of personnel by requesting, on a form provided by the
department of personnel, that his name be placed on the appropriate list; or

{c) Both the hiring agency and the department of personnel.

An employee who desires a transfer to a position in a related class must make his

interest known to the hiring agency.

[Personnel Div., Rule VI Section D subsecs. 1-4, eff. 8-11-73] -- (NAC A by Dep't of

Personnel, 8-26-83; 10-26-84; 6-18-86; 7-21-89; 8-1-21; 10-27-97)

1.

284.394 Appeal of involuntary transfer.

If an employee requests a hearing to protest an involuntary transfer pursuant to NRS
284.376, the appointing authority may temporarily assign, on a per diem basis, the
employee to transfer pending disposition of the appeal.,

An employee who has been involuntarily transferred is entitled to receive, upon
request, a total of up to 8 hours of administrative leave to prepare for all hearings
which relate to the involuntary transfer.

[Personnel Div., Rule VI Section D subsec. 5, eff. 8-11-73] -- (NAC A by Dep't of

Personnel, 10-18-89)
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284 .398 Transfer to classified service.

An unciassified employee who has less than 4 months of service and whose
appointment was immediately preceded by an appointment in the classified service
in which the person was a permanent employee may transfer back into the classified
service under the same conditions and with the same benefits as classified
employees, except that the duties and compensation of the position to which the
person is transferred must be similar, as determined by the department of personnel,
to either the unclassified position or to a previously held classified position.
Employees of any governmental agency which is acquired for administration by the
state pursuant to NRS 284.022 may transfer into the classified service or unclassified
service with the rights and benefits authorized by the legislature,
An employee who transfers into the classified service:
(a) Must complete an application and meet the minimum requirements for
qualification to the class of the position to which he is transferring;
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{b) Must have his date of transfer and appointment to the classified position
effective immediately following the last day of employment in the unclassified
or nonclassified position; and

{c) May retain the credits which he has earned for annual and sick leave and
longevity.

4. A transfer of an employee to a similar class requires the approval of the department
of personnel.
[Personnel Div., Rule VI Section D subsec. 6, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 10-26-84; 7-14-88; 1-22-90; 8-1-91; 3-23-94)

284.400 Acceptance of new appointment: notice to current appointing authority.

An employee under the jurisdiction of one appointing authority who accepts an
appointment to a position under the jurisdiction of another appointing authority shall provide
not less than 2 weeks' written notice to his current appointing authority before beginning
service in the new position, unless the employee and both appointing authorities mutually
agree to a shorter period of notice.

{Added to NAC by the Dep't. of Personnel, eff. 11-16-95)

284.402 Voluntary demotions..

1. An employee may request or accept a demotion to a position in a class with a lower
grade. The demotion may be permitted if the employee meets the minimum
qualifications and if the appointing authority approves,

2. An employee may not be demoted through noncompetitive means to attain a position
allocated at grade 30 or higher if that position is at a higher grade than the position
the employee currently occupies.

[Personnel Div., Rule Vi Section E, eff. 8-11-73] -- (NAC A by Dep't of Personnel,

10-26-84; 10-27-97)

284.404 Reappointment.
1. An employee may be reappointed to a class he formerly held or to a comparable class
if he meets the current minimum qualifications and the appointing authority approves.

2 An employee who desires reappointment must make his interest known to the hiring
agency.

3. The grade of the class to which an employee is reappointed must not exceed the
current grade of the class he formeriy heid.

4 Except as otherwise provided in subsection 3, an employee may not be reappointed

to a position allocated at grade 30 or higher if that position is at a higher grade than
the position the employee formerly held.
5. The department of personnel must approve reappointment to a comparable class.
(Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-1-91) — (NAC A by Dep’t of
Personnel, eff. 10-27-97)
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284.406 Provisional appointments.
1. An appointing authority may make an appointment pursuant to NRS 284.310 if:

(a) There are fewer than four ranks of eligible persons available for appointment
to the position; and

{b} The authority obtains the prior approval of the department of personnel.

If approved, the department of personnel will begin the recruitment within 30 days

after the effective date of the appointment.

2. The status of appointment of an employee appointed pursuant to this section is that
of provisional.
3. An appointing authority shall not continue to employ an employee with provisional

status for longer than 30 days after a recruitment has produced five or more ranks
of eligible persons who are available for appointment to the position.
[Personnel Div., Rule VI Section G, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84; 11-16-95)

284.410 Emergency appointment status,
1. An appointing authority may make an appointment pursuant to NRS 284.315 when

the appointment is necessary to prevent the stoppage of public business, loss of life
or extensive damage to persons or property.
2. The status of appointment of an employee appointed pursuant to this section is that
of emergency.
[Personnel Div., Rule VI Section H, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84)
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1.

284.524 Work ri forr

The work week for state employees is 40 hours, except that work weeks of a
different number of hours may be established in order to meet the needs of different
state agencies in compliance with the provisions of NRS 281.100, 281.110 and
284.180. The workday for a full-time state employee who works a standard or
nonstandard work schedule consists of two, 4-hour waork periods separated by a 1/2-
to 1-hour meal period. A rest period of 15 minutes must be granted for each 4-hour
period of work and, insofar as practicable, must occur in the middle of the period of

work.

schedule during each workday as follows:

(a) A 1/2- to 1-hour meal period must be provided during each period of work that
exceeds 5 hours. Insofar as practicable, the meal period must occur in the

middle of the work shift.

(b} A rest period of 15 minutes must be provided for each 4-hour period of work

and, insofar as practicable, must occur in the middle of the period of work.

apply to an employee who receives a paid meal period.
The requirement for a rest period does not apply to an employee of:
{a) A correctional institution who:
(1) Works directly with the inmates at the institution; and
(2) Works a straight 8-hour work shift.

(b} The mental hygiene and mental retardation division of the department of human

resources who:

(1) Maintains or monitors the equipment in a heat plant which operates 24

hours a day; and
{2) Works a straight 8-hour work shift.
(Added to NAC by Dep't of Personnel, eff. 10-26-84; A 4-20-20; 8-1-91; 11-12-93)
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284.525 Reduction of hours by mutual agreement.

By mutual agreement, an appointing authority and an employee may reduce the employee's
working hours to less than full-time.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.5255 Time sheets.

1. Except as otherwise provided in subsection 2, an employee shall provide an accurate
accounting of the hours worked and leave used during a pay period on the
appropriate form provided by his employer, including the specific times at which his
work shifts started and ended. Entries must be made to account for all hours in the
pay period, as prescribed by his employer. The employee shall submit the form in a
timely manner to his supervisor or the designated representative of the supervisor.

2. An excluded classified employee or excluded unclassified employee shall provide on
the appropriate form an accurate accounting of leave used pursuant to NAC
284.58965.

3. An employee who falsifies his time sheet or who causes or attempts to cause another
employee to falsify a time sheet may be subject to disciplinary action pursuant to
NAC 284.650.

4. An employee's supervisor is responsible for reviewing the employee's time sheet and
verifying the accuracy of all hours worked and leave used by the employee. If an
entry on the time sheet is contested by an employee's supervisor, the employee is
entitled only to his base pay for the workweek in question. The contested entry must
be resolved as soon as practicable and any adjustment must be made during the next
pay period following the resolution of the contested entry.

5. A supervisor who is negligent in reviewing and certifying the accuracy of an
employee's time sheet may be subject to disciplinary action pursuant to NAC
284.650.

(Added to NAC by Dep't. of Personnel, eff. 3-1-96) — (NAC A by Dep’t of Personnel, eff.
10-27-97)

REYV. #2 - EFF. 10/27/97

s,



1.

284.538 A ve: term _empl : f incr r_ex ive leav
without pay.

An employee who has completed 10 years or more but less than 15 years of
continuous full-time state service is entitled to 1-1/2 days of annual leave for each
calendar month of service. If an employee has not been in continuous public service,
the period before the interruption will not be counted except as provided in NAC
284.5405.

An employee who has completed 15 years or more of total full-time state service is
entitled to 1-3/4 days of annual leave for each calendar month of service. If an
employee has not been in continuous public service, the period before the interruption
will not be counted except as provided in NAC 284.5405,

Except for an employee who is on a leave of absence pursuant to NRS 281.390 or
NRS 284.365 or NAC 284.580, the date an employee becomes eligible for an
increased rate of annual leave must be delayed 8 hours for each day of leave without
pay in excess of 240 hours or, in the case of an excluded classified employee or
excluded unclassified employee, 30 working days in any 1 calendar year. For the
purpose of this subsection, a day of leave is 8 hours, except for an employee who
regularly works more than 80 hours in a biweekly period. For such an employee, a
day of leave must be determined by dividing his regularly scheduled hours in a year
by 2088 and multiplying the quotient by 8.

[Personnel Div., Rule VIl Section C, eff. 8-11-73; A 2-5-82] -- (NAC A by Dep't of

Personnel, 10-26-84; 3-27-92; 2-16-92; 11-16-95; 10-27-97)
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284.5385

temporary total disability: g: omputation; pan—];im- e emplovees

1.
2.

Except as otherwise provided in NAC 284.580, an employee does not accrue annual

leave during the time he is on leave without pay or on catastrophic ieave.

A person who is receiving benefits for a temporary total disability pursuant to

chapters 616A to 616D, inclusive, or 617 of NRS and makes the election provided

in:

{a) Subsection 1 or 3 of NRS 281.390, is entitled to accrue annual leave during
the period he is receiving those benefits and is being paid an amount of sick
leave equal to the difference between his normal salary and the benefits
received.

(b) Subsection 5 of NRS 281.380, must be placed on leave of absence without
pay, unless the employee is on family and medical leave because a serious
health condition prevents him from performing one or more of the essential
functions of his position. Such an employee may, while he is on such leave,
elect to use his accrued annual leave in lieu of being placed on leave of
absence without pay.

An employee who does not have enough sick leave to make up the difference

between his normal salary and the benefits for a temporary total disability must be

placed on leave of absence without pay for the time he is receiving such benefits and
the balance of time not covered by sick leave or other paid leave. Such an employee
accrues annual leave only for the time he is covered by sick leave or other paid leave.

The employee ceases to be on leave of absence without pay when he has exhausted

all of his sick leave and is not approved for other leave.
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4. Except as otherwise provided in NAC 284.5415 and this subsection, to compute the
amount of annual leave to which an employee is entitled, an employee must be
considered to work not more than 40 hours each week. If an employee occupies
more than one position in different departments, he must be consndered to work not
more than 40 hours each week in each position.

5. A part-time employee is entitled to receive prorated annual leave on the basis of his
rate of accrual for the equivalent of 1 month of full-time service.

6. An employee who holds two or more part-time positions in state service may combine
the time from all positions to compute the credit toward annual leave.

7. The basis for the computation of the amount of annual leave to which an excluded

classified employee or excluded unclassified employee is entitled must not exceed the
number of hours authorized in the biennial operating budget of this state for his
position.
(Added to NAC by Dep’'t of Personnel, eff. 10-26-84; A 12-17-87; 7-14-88; 7-21-89;
8-1-91; 3-27-92; 8-16-92; 11-12-93; 3-23-94; 7-1-94: 11-16-95)

284.539 Annual leave: Authorized use: notice.

1. Except as otherwise provided in subsection 3 of NAC 284.5815, the appointing
authority shall determine the time when annual leave is taken after considering the
needs of the service and the seniority and wishes of the employee. Annual leave may
not be granted in excess of the accumulated annual leave.

2. If an employee submits a written request for annual leave at least 60 days in
advance, it must be honored except for good and sufficient reason. The approval or
denial must be in writing within 15 workdays after receipt by the appointing authority
of the written request for leave. The appointing authority may not prohibit an
employee from using at least 5 consecutive days of annuat leave in any calendar year.

3. An employee shall request annual leave at least 30 days in advance if the need for
leave is foreseeable and the annual leave is to be taken in conjunction with a planned
leave of absence without pay.

4., An employee who has accumulated both annual leave and compensatory time off,
and who may lose annual leave at-the end of the calendar year, may elect to use the
annual leave instead of the compensatory time for approved leave. In all other
instances, compensatory time must, as far as practicable, be exhausted before annual
leave is used.

5. An employee who is receiving benefits for a temporary total disability pursuant to
chapters 616A to 616D, inclusive, or 617 of NRS may use his accrued annual leave
to receive payment for the difference between his normal pay and the benefits
received, if the employee has:

(a) Elected to use his accrued sick ieave time pursuant to NRS 281.390; and
(b} Exhausted his accrued sick leave,
An employee who is on family and medical leave because a serious health condition
prevents him from performing one or more of the essential functions of his position
may use his accrued annual leave without complying with paragraphs (a) and (b).
(Added to NAC by Dep't of Personnel, eff. 10-26-84; A 6-18-86; 9-17-87; 7-14-88;
4-20-90; 3-23-94; 11-16-95)
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284.5395 Annual leave: Payment upon separation from service.

Upon separation from state service after 6 months of continuous service an employee must
be paid a lump-sum payment for any unused annual leave which he has earned through the
last day worked. If this date is earlier than the last day of the month, the annual leave must
be prorated.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.540 Annual leave: Records.

Each appointing authority shall keep accurate records of earned and used annual leave.
If the records are not maintained on a computer they must be maintained manually.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.5405 Ann i i iri r transfer
1. Except as otherwuse prowded in thIS section, any employee who returns to state
service following a separation is eligible to accrue annual leave based on his total
service with the state after he has completed 3 years of continuous full-time service

or the equivalent. The employee must requalify after each break in service.

2. An employee who is rehired within 1 year after being laid off accrues annual leave at
a rate based on his total state service. He may use his annual leave immediately upon
accruing it if he has completed 6 months of employment.

3. An employee with a permanent disability arising from a disability related to work who
is reemployed following a separation from state service within 1 year after the date
on which he sustained the permanent disability as determined pursuant to NAC
284.6013 accrues annual leave at a rate based on his total state service. He may use
his annual leave immediately upon accruing it if he has completed 6 months of
employment.

4. An employee who is rehired within 1 year after being laid off is entitled to buy back
the balance of the annual leave for which he received payment in a lump sum on the
date of the layoff. The rate of pay at which he is rehired applies to the buying back
of annual leave.

5. An employee with a permanent disability arising from a disability related to work who
is reemployed following a separation from state service within 1 year after the date
on which he sustained the permanent disability as determined pursuant to NAC
284.6013 is entitled to buy back the balance of annual leave for which he received
payment in a lump sum at the time of separation. The rate of pay at which he is
reemployed applies to the buying back of annual leave.

G. If an employee who was laid off before completing 6 months of employment is rehired
within 1 year of his layoff, the amount of the unpaid annual leave he had earned
before the layoff must be restored to him.

7. If a person eligibie for military reemployment is reemployed, he accrues annual leave
at the rate which he would have earned if he had not left state service.
8. If an employee is appointed without a break in service from a position under one

appointing authority to a position under another appointing authority the balance of
his annual leave is charged to the agency to which he is appointed.

9. If a nonclassified employee, an unclassified employee of the University and
Community College System of Nevada or an employee included in the personnel
system pursuant to NRS 284.022 is appointed without a break in service to the
classified or unclassified service, the annua! leave which he has accrued is
transferable. This may not exceed the amount remaining to the employee's credit and
is subject to the maximum amount which is permitted by the classified or unclassified
rate of accrual. The agency to which the employee is appointed is not responsible
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for payment of any annual leave in excess of the amount which is transferable. It is
the transferring employee's responsibility to seek payment of any excess amount of
annual leave remaining to his credit from his former employer.
{Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-28-85; 4-19-88; 3-27-92;
11-12-93; 3-1-96)

284.541 Ann : i

status: seasonal employees.

1. Service in a provisional, special disabled, emergency or temporary status must be
credited toward annual leave if it is immediately preceded or followed by a status of
appointment which enables the employee to obtain the required 6 months continuous
service,

2. Service in a special position, which is temporary, in the University and Community
College System of Nevada may be credited toward annual leave if it is immediately
followed by probationary or permanent status.

3. An employee in a seasonal position who works a combined amount of time which
equals 6 months is eligible for annual leave. The employee may choose to maintain
the balance of the annual leave or receive a payment in lieu of annual leave upon his
separation from the seasonal position if he has completed the qualifying period of 6
months. An employee who is not paid for his annual leave upon his separation from
a seasonal position and who does not return to state service within 1 year must be
paid the balance of his annual leave no later than 1 year after his termination if he has
completed the qualifying period of 6 months.

{Added to NAC by Dep't of Personnel, eff. 10-26-84; A 7-6-92)
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1.

284.5415 Annual leave and sick leave: Exception emplovees,

As used in this section:

{a) "Exception employee" means an employee whose normally scheduled hours of
work are more than 80 hours biweekly; and
(b) "Regular employee" means an employee whose normally scheduled hours of

work are 8 hours per day, 40 hours per week or 80 hours biweekly.
An exception employee is entitled to accrue annual leave and sick leave based on his
average workday. The average workday of such an employee must be determined
by dividing the total scheduled hours of work per year by 2,088 and multiplying the
guotient by 8.
When an exception employee is appointed to a job classification with a schedule of
work as a regutar employee, the accrued annual leave and sick leave of the exception
employee must be converted to the amount of annual leave and sick leave that would
have been accrued as a regular employee.
When a regular employee is appointed to a job classification with a schedule of work
as an exception employee, the accrued annual leave and sick leave of the regular
empioyee must be converted to the amount of annual leave and sick leave that would
have been accrued as an exception employee.
For the purposes of this section, a fireman is an exception employee and shall be
deemed to work an average of 56 hours per week and 2,912 hours per year.

(Added to NAC by Dep't of Personnel, 9-13-91, eff. 10-1-91; A 3-1-96)
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1.
2,

284.575 Catastrophic leave: Interpretation of certain statutory terms.
As used in NRS 284.362:

"Lengthy convalescence™ means a period of disability which an attending physician
expects to exceed 10 weeks,

"Life threatening” means a condition which is diagnosed by a physician as creating
a substantial risk of death.

(Added to NAC A by Dep't of Personnel, eff. 8-14-90)

284.576 Catastrophic leave: Use: notice: powers and duties_of appointing authority.
1.

An account for catastrophic leave may be established for an employee when he or a
member of his immediate family experiences a catastrophe and the employee has
used all of his accrued leave.

An employee who is affected by a catastrophe and has used or is about to use all of
his leave may request, on the appropriate form, the transfer of leave to an account
for catastrophic leave for his personal use after the balance of ali of his leave has
been used.

When a member of the immediate family of an employee is affected by a catastrophe,
the appointing authority of the employee may require substantiating evidence that the
member of the immediate family requires the employee's attendance before approving
the transfer of leave to an account for catastrophic leave for use by the employee.
Such evidence may include a statement by an attending physician regarding the
status of the catastrophe.

The approval or denial of the request is at the discretion of the appointing authority,
who shall take into consideration the nature of the catastrophe and the expected
duration of the leave.

An employee who wishes to donate hours to an account for catastrophic leave for
use by another employee who has been approved to receive the donated hours shall
notify his appointing authority on the appropriate form of his intent to donate the
leave leave. The appointing authority of the employee donating the leave shall submit
a copy of the form to the appointing autharity of the employee receiving the leave.
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9.

10.

The appointing authority of the recipient shall use the notice to effect a transfer of
leave from the account of the donor to the account of the recipient when the
recipient needs to use those hours. If more than one notice of intent to donate leave
is received by the recipient's appointing authority on behalf of the recipient, the
notices must be maintained in chronological order and used, one at a time as needed,
according to the date in which they were received.

A donor and his appointing authority must be notified on the appropriate form when

the donated leave specifically designated for use by another employee has been used

or if the amount of leave donated is in excess of the amount approved for use by the

recipient. Excess leave must be restored to the account of the donor within 30

working days after the last day on which the recipient was eligible to receive

catastrophic leave.

The appointing authority shall provide the following information on a calendar year

basis or as requested by the director:

(a) Each employee under its authority,identified by a number assigned in
accordance with subsection 8, donating or using catastrophic leave, his grade
and rate of pay and the number of hours and dollar value of the leave donated,
excluding any excess leave restored to the account of a donor, pursuant to
subsection 6, or used by the employee;

{b) The period and nature of the disability for each employee using catastrophic
leave; and

(c) A comparison of the average dollar value of the accounts for catastrophic leave
based on the average rate of pay of the donors and the average dollar value of
the leave taken by the recipients.

The appointing authority shall assign numbers to employees for the purposes of

subsection 7 in a sequential order and in such a manner that ensures the

confidentiality of the identity of those empioyees.

Hours donated to an account for catastrophic leave must be donated in increments

of 8 hours.

As used in this section, "immediate family” has the meaning ascribed to it in NAC

284.562.

(Added to NAC by Dep’t of Personnel, eff. 10-18-89; A 8-14-90; 3-23-94)

284.577 Catastrophic ieave: Voluntary repayment of hours used.

An employee who has used hours from an account for catastrophic leave may voluntarily
repay the account for those hours. The amount required to repay the hours must be based
on his rate of pay at the time he used the hours.

{Added to NAC by Dep't. of Personnel, eff. 3-1-96)
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Except as othervwse prov:ded in NRS 284 360 a Ieave of absence WlthOUt pay may
be granted to an employee for not more than 1 year by the appointing authority for
any satisfactory reason.

The commission, upon the recommendation of the appointing authority, may grant
leaves of absence without pay in excess of 1 year for purposes deemed beneficial to
the public service.

An appointing authority may require an employee on leave of absence without pay
to submit every 2 weeks a statement of his intent to return to work.

Except as otherwise provided in NRS 281.390, if the reason for granting the leave no
longer exists, or for another bona fide reason, the appointing authority may revoke
the leave after notifying the employee in writing and allowing a reasonable time for
the employee to return to work.

An employee shall request leave without pay at least 30 days in advance of when the
need for the leave is foreseeable, if practicable.

[Personne! Div., Rule VII Section E subsecs. 1-4, eff. 8-11-73] -- (NAC A by Dep't of

Personnel, 10-26-84; 3-23-94: 10-27-97)
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284.580 Leave of absence without pay during fiscal emergency of state.

1. Except as otherwise provided in subsection 5, upon the request of an employee, an
appointing authority may grant a leave of absence without pay for a fiscal emergency
of the state during any period for which the governor has declared that the state will
experience a shortfall in revenue or for any other reason is in a state of fiscal
emergency.

2. The appointing authority shall reduce the pay of an employee to whom a leave of
absence is granted pursuant to subsection 1 by an amount equal to the compensation
otherwise payable for the hours for which the leave is approved.

3. The hours for which payment is withheld pursuant to subsection 2:

(a) Must be treated as hours in paid status for the purposes of NAC 284.182,
284.282, 284.448, 284.526, 284.538, 284.56385b, 284.544 and 284.614,
{b) Must not be considered as time worked in calculating overtime.

4. After notifying the employee in writing and allowing a reasonable period for the
employee to return to work, an appointing authority: '

(a) Shall revoke any leave approved pursuant to subsection 1 upon a declaration
by the governor that the fiscal emergency no longer exists.

(b) May revoke any leave approved pursuant to subsection 1 for any other bona
fide reason.

5. An appointing authority shall not approve leave pursuant to subsection 1 that consists
of any partial working days for an excluded classified employee or excluded
unclassified empioyee.

6. As used in subsection 5, "partial working day" means any portion of a day that is less
than the full regular working day of the employee to whom this subsection is being
applied.

(Added to NAC by Dep't of Personnel, eff. 9-16-92; A 11-12-93; 3-23-94)

284.581 Family and medical leave: Eligibility.
1. An employee is eligible for family and medical leave if he:

(a) Has at least 12 months of service with the state on the date that the leave
commences, regardless of whether such service is continuous;

{b) Has at least 1,250 hours of service with the state during the 12 months
preceding the day that the leave commences;

(c) Is employed, on the day that he gives notice of the need for leave, at a
worksite where the state employs at least 50 employees within 75 miles of the
worksite; and

(d) Has used less than 12 work weeks that have been designated family and
medical leave during the current calendar year.

2. To calculate the hours of service for the purposes of this section, paid leave shall be
considered as time worked.
(Added to NAC by Dep't of Personnel, eff. 3-23-94; A 11-16-95)

284.5811 Family and medical leave: Maximum_annual amount.

No more than 12 work weeks of one or any combination of paid leave or leave without pay
may be designated as family and medical leave in 1 calendar year.

{Added to NAC by Dep't of Personnel, eff. 3-23-84; A 11-16-9b)

284.5813 FEamil : :
1. Each appointing authority shall malntam accurate records of family and med[cal leave
used by its employees, including any form approved for requesting family and medical
leave.
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2. Upon granting the family and medical leave or becoming aware that an eligible
employee is using leave, with or without pay, in @ manner which would otherwise
qualify as family and medical leave, the appointing authority shall provide notice to
the employee which details the obligations of the employee and the effects of using
the leave. A copy of this notice must be retained in the personnel file of the
employee maintained by the agency.

(Added to NAC by Dep't of Personnel, eff. 3-23-94; A 11-16-95; 3-1-96)

284.5815 Family and medical leave: Notice: use of paid leave: statement of intent to
return: placem f em n return from leave.
1. Except as otherwise provided in this section and subsection 7 of NAC 284.5819, an

appointing authority shall grant family and medical leave to an eligible employee who
gives at least 30 days’ notice or gives notice as soon as practicable under the
circumstances. If an employee elects to use paid leave instead of using family and
medical leave in the form of a leave of absence without pay, the employee shall
comply with the notice requirements governing the use of paid leave unless such
notice requirements are more stringent than the 30-day notice required for family and
medical [eave.

2. An appointing authority may require an eligible employee to use annual leave, sick
leave or catastrophic leave instead of using family and medical leave in the form of
a leave of absence without pay, unless the employee is on family and medical leave
because of a disability related to work, is receiving benefits for a temporary total
disability pursuant to chapters 616A to 616D, inclusive, or 617 of NRS, and elects
not to supplement his benefits with paid leave.

3. An eligible employee may request the use of annual leave, sick leave or catastrophic
leave instead of using family and medical leave in the form of a leave of absence
without pay. The use of accrued annual leave must not be denied if the family and
medical leave is granted in accordance with subsection 1 and the employee has
completed his first 6 months of employment. An employee may request the use of
compensatory time off for a purpose that would qualify him to use family and medical
leave. An employer shall not unreasonably deny such a request. If the employer
permits the use of compensatory time off for such purpose, the use of compensatory
time off must not be counted against the employee's entitlement to 12 work weeks
of family and medical leave.

4, Authorization to use paid leave pursuant to this section is subject to the provisions
of NAC 284.539, 284.554, 284.558 and 284.576, as applicable.
5. Paid leave and leave without pay used may not be designated as family and medical

leave after the employee has returned to work, unless:

(a) The appointing authority did not learn the reason for the leave until the
employee returned to work and the appointing authority designates the leave
as family and medical leave within 2 working days after the date the employee
returns to work; or

(b) The appointing authority provisionally designated the leave as family and
medical ieave and is awaiting documentation to confirm that the leave qualifies
as family and medical leave.

6. An appointing authority may reguire an employee who is taking family and medical
leave to submit every 2 weeks a statement of his intent to return to work.
7. At the conclusion of family and medical leave, the employee must be returned to his

position or to an equivalent position, unless the employee would not otherwise have
been employed in such a position if leave had not been taken.
(Added to NAC by Dep't of Personnel, eff. 3-23-94) — (NAC A by Dep’t of Personnel, eff.
11-16-95; 10-27-97)
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284.5817 Fami medical leave: Birth rough i r f

of child.

Family and medical leave which is taken for the birth of a child of an eligible employee and

the care of that child or for the placement of a child through adoption or foster care with
the empioyee:

1.
2.
3.

May be taken in the form of intermittent leave or reduced leave if approved by the

appointing authority.

Must be concluded within 12 months after the date of the birth of the child or

placement of the child with the eligible employee.

May be limited to a combined 12 work weeks if both parents are eligible employees.

The combined 12 work weeks must not include any family and medical Ieave which

is taken because of a serious health condition of:

{a) The employee which makes him unable to perform one or more of the essential
functions of his position; or

{b} The spouse, child or parent of the eligible employee.

(Added to NAC by Dep't of Personnel, eff. 3-23-34) — {NAC A by Dep’t of Personnel eff,

11-16-85; 10-27-97)

1.

284.5819 Family and medical leave: Serious health condition.

Family and medical leave may be granted to an eligible employee if the employee:

{(a) Is needed to care for his spouse, child or parent with a serious health
condition; or

(b) Has a serious health condition which makes him unable to perform one or more
of the essential functions of his position.

Family and medical leave taken pursuant to this section may include leave

necessitated because:

(a) Of a disease or an injury to the employee that is related to his work; or

{b) The employee is incapacitated because of pregnancy or childbirth.

An appointing authority may require an employee to provide certification from a

provider of health care, on the appropriate form as provided by the department of

personnel, of the serious health condition of the employee or the spouse, child or

parent of the employee, to substantiate the need for family and medical leave taken

pursuant to this section before granting a request to commence family and medical

leave. [f an employee uses sick leave rather than family and medical leave in the form

of a ieave of absence without pay, the employee shall comply with the certification

requirements of NAC 284.566.

Except as otherwise provided in this section, an appointing authority may require

subsequent recertification from a provider of health care at reasonable intervais of 30

days or more, or if the current certification on file specifies a minimum period of

incapacity, after that specified period has expired.

For a serious health condition other than a condition described in subsection 6, an

appointing authority may require subsequent recertification from a provider of health

care at any time:

(a) If the employee requests an extension of leave;
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284.586 Civil leave with pay to vote,

Civil leave with pay must be granted to allow an empioyee time off to vote subject to the
conditions established in NRS 293.463.

[Personnel Div., Rule VII Section E subsec. 7, eff. 8-11-73] -- (NAC A by Dep't of Personnel, 10-26-84)
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284.587 Civil leave with pay for acting as a fireman or meeting other emergency. .

Civil leave with pay must be granted to an employee who meets the requirements of NRS
284.357, and may also be granted by the appointing authority to an employee whose
absence from the job is necessary to meet a public emergency.

(Added to NAC by Dep't of Personnei, eff. 10-26-84)

284.589 Administrative leave with pay.

1. An appointing authority may grant administrative leave with pay to an employee:

(a)

To relieve him of his duties during the active investigation of a suspected
criminal violation or the investigation of an aileged wrongdoing;

(b) For up to 2 hours to donate blood; or
(c) To relieve him of his duties until the appointing authority receives the results
of a screening test pursuant to NRS 284.4065.
2. An appointing authority or the department of personnel may grant administrative

leave with pay to an employee for:

(a)

{b)

His participation in, or attendance at, activities which are directly or indirectly
related toc the employee's job or his employment with the state but which do
not require him to participate or attend in his official capacity as a state
employee; or

Closure of the employee's office or worksite caused by a natural disaster or
other similar adverse condition when the employee is scheduled and expected
to be at work. An appointing authority may designate certain employees as
essential and notify them that they are required to report to work.

3. An appointing authority shall grant administrative leave with pay to an employee for:

(a)
(b)
{c)

(d)

The initial appointment and one follow-up appointment if the employee receives
counseling through the employee assistance program;

His attendance at a wellness fair which has been authorized by the risk
management division of the department of administration;

His participation in an official capacity as a member of a committee or board
created by statute on which he serves as a representative of state employees.
Such leave must be in lieu of other fees provided for attendance at meetings
and participation in official functions of the committee or board; or

Up to 8 hours for preparation for hearings regarding his suspension, demotion
or dismissal as provided in subsection 1 of NAC 284.656.

(Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-28-85; 4-20-90; A by Personnel
Comm'n, 8-1-91; A by Dep’'t of Personnel, 9-13-91; 12-26-91; 11-12-93; 3-23-94;
11-16-9b; 10-27-27)
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284.5895 i r | ifi nd un ifi

1. For the purposes of accounting for the use of leave appropriate to an absence an
absence of an excluded classified employee or excluded unclassified employee for a
full workday shall be deemed to be an absence for a period equal to his regularly
scheduled hours of employment on that workday.

2. Except when an absence for part of a workday is authorized for family and medical
leave, an excluded classified employee or excluded unclassified employee must only
account for an absence of one or more full workdays by the use of leave appropriate
to the absence, and is not required to account for any absence for part of a workday
by the use of leave appropriate to the absence.

3. An excluded classified employee or excluded unclassified employee must not account
for an absence for a full workday by the use of a combination of accrued sick leave
and accrued annual leave unless:

{a) He is on family and medical leave; or
{b) He has been approved for catastrophic leave and the catastrophic leave is used
as a supplement for the remaining sick and annual leave.

4, If an excluded classified employee or excluded unclassified employee does not have
accrued leave appropriate to the absence in an amount sufficient to account for an
authorized absence, the employee must be placed on leave of absence without pay
for that workday unless he is approved to use catastrophic leave .

(Added to NAC by Dep't of Personnel, eff. 3-23-94; A 11-16-95)

284.590 Emplovees required to report absences.

An officer or employee who is absent from duty shall report the reason therefor to his
supervisor or designated representative as prescribed in writing by the agency.

[Personnel Div., Rule VIl Section F, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84)

284.594 Unauthorized absences.

1. An unauthorized and unreported absence must be considered an absence without
leave and a deduction of pay must be made for the absence.

2. A deduction of pay may be made for a reported but unauthorized absence when the
appointing autharity declines to authorize the leave for reasons which are substantial
and just.

3. Such absences may be made the grounds for disciplinary action.
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4, A deduction from the pay of an excluded classified employee or excluded unclassified
employee must be made in increments of a full workday.
[Personnel Div., Rule VIl Section G, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84; 1-26-87; 11-16-95)

284.598 Breaks in continuous service.
The following are not breaks in continuous service:
1. Authorized military leave for active service if the person is reemployed within 20
calendar days after an honorable discharge from military service.
2. Separation because of layoff if a former employee is rehired within 1 year after the
date he was laid off.
3. Reemployment of a seasonal employee within 1 year after the end of the previous
seasonal appointment.
4, Separation because an employee sustained a permanent disability arising from a

disability related to work, if the former employee was reemployed not later than 1
year after the date on which he sustained the permanent disability as determined
pursuant to NAC 284.6013.
[Personnel Div., Rule VIl Section H, eff. 8-11-73; A 7-3-76] -- (NAC A by Dep't of
Personnel, 8-26-83; 4-19-88,; 3-1-96)
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1.

284.611 Separation for physical. mental or emotional disorder.

Before separating an employee because of a physical, mental or emotional disorder
which results in the inability of the employee to perform the essential functions of his
job, the appointing authority shall:

(a) Verify with the employee's physician that the condition does not respond to
treatment or an extended absence from work will be required;

(b) Determine whether reasonable accommodation can be made to enable the
employee to perform the essential functions of his job;

(c) Request the services of the rehabilitation division of the department of
employment, training and rehabilitation, or if the employee is receiving worker's
compensation, the rehabilitation agency of the state industrial insurance
system, to evaluate the employee's condition as it relates to his job, to suggest
possible restructuring of the job or transferring the employee to a vacant
position for which he meets the minimum qualifications and to provide any
other rehabilitative services possible; and

(d) Ensure that all reasonable efforts have been made to retain the employee.

A separation is only justified when:

(a) The information obtained through the procedures specified in subsection 1
supports the decision to separate;

(b) The employee is not on sick leave, annual leave or other approved leave; and

(c) The employee is ineligible for, or has refused, disability retirement.

A permanent employee separated pursuant to this section is entitled to the same

rights and privileges afforded permanent employees who are dismissed for disciplinary

reasons. The procedures contained in NAC 284.656 must be followed and he may
appeal his separation tc the hearing officer.

A permanent employee who is separated because of a physical, mental or emotional

disorder is eligible for reinstatement pursuant to NAC 284.386 if he recovers from the

disorder within 2 years after his termination.

{Added to NAC by Dep't of Personnel, eff. 10-26-84; A 8-1-91; 12-26-91; 7-6-92)
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1.

1.

284.612 Layoffs: Pefinitions.
For the purposes of NAC 284.614 to 284.630, inclusive:

"Geographical location™ means:

(a) Clark, Lincoln, Nye and Esmeralda counties;

{b) Carson City, Lyon, Churchill, Storey, Douglas, Mineral and Washoe counties;
{c} Pershing, Humboldt, Elko, Lander, Eureka and White Pine counties; or

{d)  Any city located outside of this state.

"Option" means a clearly identified subclassification mentioned in the class
specification approved by the commission.

"Seniority" is computed from the total time spent during currently continuous state
service by doubling the time spent in the present occupational class, as defined in
NRS 284.171, and adding it to the time spent in all former occupational classes. If
seniority is otherwise equal, a choice must be based first, on total time within the
occupational class; second, on total time within the department; and third, by lot.
For reemployment, ties are broken by lot.

{Added to NAC by Dep't of Personnel, eff. 8-26-83; A 10-26-84; 7-21-89; 11-16-95)

284.614 Layoffs: Procedure.

Except as otherwise provided in NAC 284.438, if it becomes necessary for a
classified employee to be laid off because of shortage of work or money, the aboiition
of a position or some other material change in duties or organization:

(a) The administrator of the department shall determine in what gecographical
location, class series, class and option the reductions in staff will have the
least detrimental effect on the operations of the department and shall specify
layoffs accordingly. In the department of human resources and the University
and Community College System of Nevada, the administrator of a division, with
the approval of the director of the department, shall determine in what
geographical location, class series, ciass and option the reduction of staff will
have the least detrimental effect on operations and shall specify the layoffs
accordingly.
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Personnel,

{b)

(c)

(d)

{e)

When
(a)
(b}
(c)

(d)

(e)

10-27-97)

1.

Within the department and within the geographical location class series, class
and option selected, all employees of the department who are not permanent
must be laid off before any permanent employees in the following order:

{1) Emergency empioyees.

{2) Temporary employees.

{3) Provisional employees.

(4) Probationary employees.

If additional reductions are necessary, permanent employees must be laid off
on the basis of performance and seniority. In computing seniority, the time
covered by a report of performance "below standard" or "unacceptable” made
during the last 4 years must not be included, except that no report may be
considered for the time covered within 75 calendar days before the notification
of layoff was issued. Except as otherwise provided in this paragraph, the time
"covered" by a report of substandard performance runs from the date the
report was filed with the director until the date recorded on the employee's
subsequent performance report as the date on which his performance improved
to standard or better. If the subsequent performance report is not filed within
30 days after the date required by subsection 4 of NRS 284.340, the
employee's performance shall be deemed standard effective on the date the
performance report was due.

In the department and within the geographical location, class series, class and
option where layoffs are to take place, those employees with the least seniority
must be laid off.

For the purposes of this subsection, an appointing authority may consider
whether positions are full-time or part-time and limit {ayoffs to full-time or part-
time employees. Similar considerations may be given to and limitations placed
on positions requiring selective certification pursuant to NAC 284.378.
determining seniority for order of layoff:

Seniority must be projected and counted up to the established date of layoff.
Seniority for part-time employment must be prorated to its full-time equivalent.
If a classified employee enters unclassified service and subsequently reenters
classified service, his previous and current classified service is counted.
Except as otherwise provided in NAC 284.580, authorized leave without pay
for more than 240 hours or, in the case of an excluded classified employee, 30
working days, in a year, calculated pursuant to subsection 7 of NAC 284.182,
is not counted.

When an employee was separated from service with the state for any of the
reasons that do not result in a break in continuous service as provided in NAC
284.598, the time during the separation is not counted.

[Personnel Div., Rule Xlll Section B subsec. 1, eff. 8-11-73] -- (NAC A by Dep't of
8-26-83; 8-28-85; 8-22-86; 7-21-89; 8-1-91; 3-27-92; 9-16-92; 11-16-95;

284.618 Layoffs: Voluntary demotijons.

In lieu of being laid off, a permanent employee may choose to be voluntarily demoted
within the department and geographical Iocation where employed to one of the next

tower
(a)

classes:
Within his current class series and option and may displace an employee
therein; or
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{b) Within the class series and option from which he was appointed during current
continuous service and may displace an employee therein but only if he cannot
be demoted pursuant to paragraph (a). If the class series from which he was
employed was in a different occupational class, his seniority for the purposes
of this paragraph only is based on the time he spent in the former occupational
class as provided in subsection 3 of NAC 284.612.

The choice must be made in writing within 3 working days after notification of layoff.

For the purposes of this section, divisions of the department of human resources and

the University and Community College System of Nevada are considered departments.

2. No employee in a higher class may displace an employee in a lower class who has
more seniority. If an employee chooses to displace another, he must displace the
member of the next lower class who has the least seniority. If that member has more
seniority, the displacing employee must descend further in the class series.

3. The employees displaced reestablish the layoff class.

4. An employee may choose to displace another only if he meets the minimum
qualifications for the class, option and position from which the other will be displaced.

For the purposes of this subsection, gualifications for a position may be different from

those of the class and option only when selective certification is required pursuant to

subsection 2 of NAC 284.378.

5. Full-time, part-time and seasonal employees must be treated separately and can only
displace like employees.

6. Displacement is always a downward movement never a lateral movement.

7. A current employee who elects to displace another has priority over former employees
already on reemployment lists.

8. The salary paid the displacing employee cannot exceed the highest step for the lower

class. If the current salary falls within the lower rate range, no reduction in salary
may occur unless money is not available as certified by the chief of the budget
division or, in the case of an agency which is not supported from the state general
fund, as certified by the administrator of that agency.
[Personnel Div., Rule Xlll Section B subsec. 2, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 8-26-83; 10-26-84; 7-21-89; 8-1-91)

284.626 Layoffs: Notice.

All permanent employees to be laid off must be given written notice of the layoff at least
30 calendar days before the effective date of the layoff. A copy of the layoff computations
and a copy of the notice must be sent to the department of personnel. The notice must
specifically list the positions and locations where that employee has a current right to
displace another employee, if those positions and locations are known at the time of
notification.

- [Personnel Div., Rule XIli Section B subsec. 5, eff. 8-11-73] -- (NAC A by Dep't of

Personnel, 8-26-83; 8-1-91)

284.630 Layoffs: Reemployment.

1. The names of permanent employees who have received their notices of layoff will be
placed on the statewide reemployment list for the class and option of the position
involved in the layoff, in order of seniority. if applicable, the names will be integrated
with the names of employees who are eligible for reemployment pursuant to NAC
284.6014. The agency and the employee shall provide the necessary information for
reemployment on the form prescribed by the department of personnel for the
employee to be placed on the reemployment list.

2. The names of permanent employees who have received their notices of layoff will
also be placed on the statewide reempioyment lists for other classes for which they
qualify, in order of seniority, but behind those identified in subsection 1, if those
classes do not
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PERSONNEL RECORDS

284.702 Reports of personnel actions.

1. Each appointing authority shall report promptly to the department of personnel such
information as required in connection with each appointment, separation from service,
other change in position or salary or other matters affecting the status of positions
or the performance of duties of employees in the state service.

2. All reports must be prepared in the manner and on the forms prescribed by the
department.
3. The department will establish procedures for sending copies of reports and notices

to the state controller without delay of any new positions, new employees and of its
approval or disapproval of these actions.
[Personnel Div., Rule XVI Section A subsec. 1, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 7-1-94)

284.706 Natification of improper employment or payment.

If the department of personnel determines that a person is employed or proposed to be
employed or paid as an employee in the classified or unclassified service in a manner which
is contrary to the applicable laws and regulations, it will so notify the state controller after
it has reviewed the employment or proposed employment with the agency concerned.

[Personnel Div., Rule XVI Section A subsec. 2, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 10-26-84; 7-14-88)

284.710 Qrder of processing personnel documents,
Any personnel documents effecting changes in an employee's salary and having the
identical effective date will be processed in the following order:

1. Increases in salary based on merit.
2. Reclassifications or overall adjustments to the compensation plan.
3. Promotions or demotions.

[Personnel Div., Rule XV1 Section A subsec. 3, eff. 8-11-73] -- (NAC A by Dep't of
Personnel, 10-26-84)

284.714 Official roster open to inspection.

1. The official roster of employees in the public service maintained by the department
of personnel is a public record and will be open to inspection under reasonable
conditions during business hours in the department’s offices or the offices where the
records are kept.

2. Except as provided in subsection 3, the roster must contain, for each employee:

(a) His name;

(b} The class title of the position he holds;

{c) His salary or pay;

(d) Any change in his class title, pay or status; and

(e} Other pertinent data as determined by the director.
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3. For public inspection purposes, the roster may exclude the actual names of
employees who are in sensitive law enforcement positions where public access to the
employees’ identities could jeopardize their personal safety or job performance, in
which case the employee will be shown on the roster as an unidentified employee.

[Personnel Div., Rule XVI Section B, eff. 8-11-73] -- (NAC A by Dep't of Personnel,
10-26-84)

284.718 Confidential recotds.
1. The following types of information, which are maintained by the department of
personnel or the personnel office of an agency, are confidential:

(a} Information reiating to salaries paid in other than governmental employment
which is furnished to the department of personnel on the condition that the
source remain confidential;

(b} Any document which is used by the department of personnel or an agency in
negotiations with employees or their representatives which has not been made
public by mutual agreement;

(c} The rating and remarks concerning an applicant by the individual members of the
board or assessors of a center for assessment;

(d} Materials used in examinations, including suggested answers for oral
examinations;

(e} Reports by employers, appointing authorities or law enforcement officials
concerning the hiring, promotion or background of applicants, eligible persons
or employees;
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284.854 Request for appeal and other communication.

A request for an appeal or other pertinent communication directed to the commission must
be addressed to the director within 30 days after receipt of the director's decision.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)}

284.858 Ti

1. The chairman of the commission will convene the hearing at the time and place
specified for the purpose of hearing the appeal.

2. A written notice of the time and place of the hearing must be given to each party at
least 10 days before the date of the hearing. The notice must contain the information
required for a party to request reasonable accommodation.

3. The chairman shall provide reasonable accommodation to a party with a disability
who requests such accommodation within the time sufficient to make the
accommodation.

(Added to NAC by Dep't of Personnel, eff. 10-26-84; A 7-6-92)

284.862 Hearings open to public.

Except as otherwise required or permitted by chapter 241 of NRS, all hearings are open
to the public.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.866 Commencement of hearing.

At the beginning of the hearing, the chairman of the commission:
1. Shall state the subject of the hearing and identify the parties; and
2. May, with the agreement of the parties, read into or submit for the record items of
preliminary or explanatory correspondence relevant to the subject of the hearing.
(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.870 Appearance and representation of party: manner of hearing.
1. A party may appear in person or may be represented by an individual of his choice,
or both appear and be represented.
2. The matter will be heard in the manner prescribed by the commission.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)

284.874 Decision of commission,

At the conclusion of the hearing, the commission may take the case under submission and
will notify the parties in writing within 30 days after the date of the hearing of the
commission's decision.

(Added to NAC by Dep't of Personnel, eff. 10-26-84)
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USE OF ALCOHOL OR DRUGS

284.880 Definitions.
As used in NAC 284.882 to 284.894, inclusive, unless the context otherwise requires:

1.
2.

"Employee"” has the meaning ascribed to it in subsection 1 of NRS 284.4061.
"Screening test” has the meaning ascribed to it in subsection 2 of NRS 284.4061.

(Added to NAC by Dep't of Personnel, eff. 12-26-91)

284.882 Administration of screening tests.
A screening test to detect the general presence of:

1.

A controlied substance must comply with the standards and procedures established
by the Department of Health and Human Services which are hereby adopted by
reference. A copy of the standards and procedures is available, without charge, from
the Department of Health and Human Services, Substance Abuse and Mental Health
Services Administration, Center for Substance Abuse Prevention, Division of
Workplace, 5600 Fishers Lane, Parklawn Building, 13A-54, Rockville, Maryland
20857.

Alcohol by testing a person’s breath must be conducted by an operator certified in
accordance with NAC 484.640 using a breath testing device certified in accordance
with NAC 484,600 and NAC 484.660.

{Added to NAC by Dep’t of Personnel, eff. 12-26-91; A 10-27-97)

284.884 W@W@M

nfir
1.

£ itiv h.

Except as otherwise prowded in subsectlons 2 and 3, an employee must not have a
concentration of alcohol in his blood or breath greater than .05 gram by weight of
alcohol per 100 milliliters of his blood or per 210 liters of his breath while on duty.
Disciplinary action may be taken by the appointing authority who has a reasonable
belief that an employee is under the influence of alcohol or drugs in accordance with
the provisions of NAC 284.888 if a screening test indicates that the concentration of
alcohol in the blood or breath of the employee is greater than .05 gram by weight of
alcohol per 100 milliliters of his blood or per 210 liters of his breath while on duty.
An employee who is required to be certified by the peace officers' standards and
training committee must not have a concentration of alcohol in his blood or breath
greater than .01 gram by weight of alcohol per 100 milliliters of his blood or per 210
liters of his breath while on duty. Disciplinary action may be taken by the appointing
authority who has a reasonable belief that an employee is under the influence of
alcohol or drugs in accordance with the provisions of NAC 284 .888 if a screening test
indicates that the concentration of alcohol in the blood or breath of the employee is
greater than .01 gram by wveight of alcohol per 100 milliliters of his blood or per 210 -
liters of his breath while on duty.
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